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bill 



Meeting the Needs of All Students 
in General^Education Settings in 
Their Local Schools 



What is the purpose of this book? 

Vermont parents, educators, advocates and other community members have 
made a commitment to the goals of improving education for all students and serv- 
ing all students, including those with intensive needs, in general education settings 
within their local schools. Accomplishing these goals requires systems change. In 
Vermont, local school administrators, general and special educators, parents and 
other community members have been working collaboratively to develop school 
climates, structures, curricula, and instructional supports which enable their 
schools to improve education for all students and accommodate all students in 
general classes. The purpose of this book is to share- some of the processes, which 
have been developed to assist local schools with systems change. Key elements for 
accomplishing necessary systems change are: 

1 . The development of shared goals and a vision of what education should be for 
all students. 

2. Best practice guidelines which address specific educational practices and 
values to support the goals. 

3. Collaborative teaming as a means to establish shared ownership of the goals, 
values and guidelines. 

4. Student, family and community involvement in all aspects of school planning. 

5. A process for building the supports needed to improve the education of all 
students who attend the school. 

6. A process for building supports needed to serve individual students with 
intensive needs in general classes and community settings. 

What is Vermont's vision for education? 

Hundreds of Vemionters have contributed to the development of Vemiont's 
Education Goals (Vermont Department of Education. 1990). 

Goal 1; Vemionters will see to it that every child becomes a con*;^etent, caring. 

productive, responsible individual and citizen who is committed to contin- 
ued learning throughout life. 

Goal 2: Vermonters will restructure their schools to support veiy high performance 
for all students. 

Goal 3: Vermont will attract, support and develop the most effective teachers and 
school leaders in the nation. 

Goal 4: Vemiont parents, educators, students and other citizens will create power- 
ful partnerships to support teaching and learning in every community. 
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Vermont's educational goals also articulate a vision of what **could be." 

...Children move along at their own pace; what they need to learn 
and to grow drives the school. School failure once thought all but 
unavoidable for some, is extremely rare. The children know that in 
every school at least one adult is watching out for them. Every 
school board member, parent, teacher and administrator accepts 
the responsibility of seeing to it that every child entering kinder- 
garten graduates from high school with an acceptable level of 
achievement. There Is no special education as we know it. Chil- 
dren are different from one another in lots of ways, and schools 
accommodate everyone with an inventive array of services.. ..A 
system is in place to aid students who are not progressing satisfac- 
torily. Those, who in the past would have failed, are intercepted at 

age three or earlier to address learning difficulties Parents are 

partners. Teachers communicate frequently and directly with 
them.. ..The business community works closely with schools, 
providing support and opportunities for work-study, employment 
and retraining..,. School is not a place, but a set of relationships 
among individuals, some are teaching and some are learning. 
Summer operations include remedial, tutorial, and enrichment 
courses and activities, especially for younger students. The school 
day is flexible to accommodate working students.... Much of the 
leadership for the educational programs comes from teachers. 
They work together in teams. The teachers and administrators are 
constantly changing parts of the school, amplifying things that 
work, dropping things that do not... (Vermont Department of 
Education, 1990. p. 1-7). 

In addition to developing a set of goals for education and a vision of what our 
schools could be in the future, the Vermont legislature has enacted Act 230 (1990) 
which emphasizes success for all students in general classes and paves the way for 
schools to capture the vision. 

It is the policy of the state that each school district design and 
implement, in consultation with parents, a comprehensive 
system of educational services that will result, to the maximum 
extent possible, in all students succeeding in the regular class- 
room.... At the building level, services should avoid the inappro- 
priate use of special education resources... A range of effective 
educational services supported with local, state and federal 
funds should be available to all students who are failing or at 
risk of failing academically (Act 230, 1990. pp. 1). 

Every school in Vermont is required to have an instructional support team and 
instructional support services which are available to all children who require addi- 
tional classroom assistance. 

What are the best practice guidelines? 

The Best Practice Guidelines for Meeting the Needs of All Students in Their 
Local Schools (19911 is a document which lists 54 specific statements of educa- 
tional practice which support the education of all students in their local schools. 
The best practice statements afe general strategies and methods for developing and 
delivering educational services which optimize the preparation of all students to 
become competent, caring, productive, and responsible individuals. The guidelines 
are intended to be used as standards for assessing schoolwide and individual 
student programs and services. They are based upon the Best Practice Guidelines 
for Students with Intensive Educational Needs (1987), effective schools literature. 
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and the experiences and input of hundreds of Vermonters who are restructuring 
their local schools to improve education and accommodate all children. Areas 
covered by the guidelines include: 



school climate and structure, 

collaborative planning, 

social responsibility, 

curriculum plarming, 

delivery of instructional support services. 

individualized instruction, 

transition planning, 

family-school collaboration, and 

planning for continued best practice improvement. 



The guidelines may be found in Table 1 at the end of this chapter. Chapter 3 
describes how to use the guidelines to improve services to all students. Chapter 4 
describes how to use the guidelines to develop individual student programs and 
supports which enable schools to serve all students in general education settings. 

Are specific values incorporated into the best practice 
lEtt guidelines? 

Yes. Best practices are as much value statements as they are statements of 
educational practice. The development of any set of standards requires the 
articulation of values which act as the foundation and framework for developing 
the standards. The values which are incorporated into the Best Practice Guidelines 
include the following: 

1. All students are assigned to age-appropriate general education classes in their 
local school. 

2. All students are afforded equal opportunities to participate in all school spon- 
sored age-appropriate activities {e.g.. academics, sports, field trips, job training, 
clubs, dances). 

3. Specialized services are incorporated into general education and community 
activities. 

4. Educational experiences are individualized for every student. 

5. There is shared ownership, decision-making and collaboration among school 
administrators, staff, students, families, school board members and other 
members of the community for improving educational services for all students. 

6. The family's values and needs are addressed when planning for and delivering 
each student's educational program. 

7. The curriculum promotes meaningful participation in community life and sets a 
high standard of excellence through content {e.g., math, social skills, history) 
and process {e.g., problem solving, collaboration, study skills) oriented goals. 




Who are students with intensive needs? 



Formal definitions of intensive need have little functional use or meaning at the 
local school level. "What is considered a 'severe disability' vanes from one school to 




the next and is contingent upon each school community's beliefs and experience 
with students whose educational needs go beyond the school's standard curriculum 
or instructional practices^ (Thousand and Villa, 1990, pp. 2-3). As used herein, 
students with Intensive needs includes all students identified by their teachers 
and parents as presenting significant educational challenges to the school. This 
can include students with severe learning impairments, students with behavioral 
challenges, students with significant medical needs, or students whose gifts and 
talents present educational challenges. A student need not be eligible for a specific 
support service (e.g., special education. Chapter 1) to be considered by teachers or 
parents as having intensive needs and requiring individualized support services. 

How can collaborative teaming facilitate the development of 
shared ownership of the goals, values and guidelines? 



Shared ownership is developed by including all stakeholders (e.g., students, 
parents, community members, school stall) at the beginning of the systems change 
process'and by providing them with ways to have meaningful input into the deci- 
sion-making process. Collaborative teaming, as described in Chapter 5, provides 
diverse groups of people with a set of procedures and guidelines by which they can 
work together as equal partners to address issues and to solve problems. Three 
primaiy characterisUcs which define a collaborative team are: a) shared beliefs and 
conunon goals, b) decision making by consensus, and c) diverse membership. 
Other major characteristics which a team must demonstrate to be considered 
coUaborative are: shared tasks, responsibilities and leadership; encouragement of 
each other to interact and to take part in problem solving and decision making; and 
rule setting for dealing with sensitive or controversial issues. 



Does one collaborative team do it all? 

Two types of collaborative teams are used to accomplish the goals of improving 
educaUon for all students and accommodating for the needs of all students in 
general classes: the School Planning Team and Individual Student Planning Team. 
The purpose of the School Planning Team is to Improve education for all students 
who attend the school. To accomplish this goal, the team should include persons 
v,ho are representative of the school and community (e.g., school administrators, 
teachers, other school staff, students, families, school board members, other inter- 
ested community members). Individual Student Planning Teams are formed to 
provide support to students with Intensive needs, their teachers and families. Team 
membership should consist of the student, people most involved with the student 
on a day-to-day basis (e.g., parents, teachers, peers, principal), and other persons 
depending on the particular needs of the student or family (e.g., physical therapist, 
guidance counselor, employment specialist). 

Why should students, families and other community members 
be involved as team members? 



Students, their families and other community members should be members of 
the School Planning Team because they can be the most effective advocates for 
improving education. Students and their families are the 
consumers of educational services, and as such th'^y have an investment In the 
school. Other community members also have an investment in the school. They 
are the property owners, taxpayers, employers, and community advocates. Involv- 
ing students, families and other community members as full team members from 
the beginning of the process can facilitate the sharing of their goals and empower 
I them as advocates for the school. In addition, people have a right to be involved In 
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decisions that will have an impact upon their lives or the lives of their children. 
There should be systematic opportunities for them to be involved In the decision- 
making process. 

Faniily involvement as full team members in the Individual Student Planning 
Team Process is especially crucial since the team will be making choices about 
many aspects of their child's life including living, working and playing in the com- 
munity. The decisions made wiU have a very real impact not only on the child's 
life, but on the life of the family. Each goal selected for a student may take away 
time and resources from other, perhaps equaUy or more important, goals. Since 
each decision has a cost, it is very important that the student's and family's values 
are represented in the decision-making process. Considering the values of the 
student and family is not only important to making good decisions, but also to 
whether goal attainment and skill acquisition have effects outside of the school's 
program. Chapter 2 provides more detailed information on how to involve stu- 
dents and families. 

What process can be used for building the supports needed to 
improve the education of all students who attend the school? 

The School Planning Team Prcress (described in Chapter 3) has been used for 
planning schoolwide systems changes to improve education for all students. The 
school planning process provides schools with a means to: a) determine the extent 
to which administrators, educators and related services staff, parents, and commu- 
nity members value each best practice; b) determine which best practices are in 
need of Improvement: c) target best practices for improvement: and d) develop 
action plans which address: changing school policy: changing service delivery 
options; and providing training for school staff, students, parents and other com- 
munity members to achieve targeted best practice improvements. 

What process can be used for building the supports needed to 
serve individual students with intensive needs in general 
education classes? 

The Individual Student Planning Team Process (described in Chapter 4) is used 
to develop best practice-based programs for students with intensive needs which 
maximize participation in general class and other school and community activities. 
The student planning process includes a series of tasks to be accomplished by the 
Individual Student Planning Team. Various checklists, forms and surveys have 
been developed to assist the planning team to complete the tasks. Major tasks 
include: a) establishing the team, b) facilitating family participation, c) tailoring the 
process to meet the student's and the school's needs, d) Identifying the student's 
strengths and needs, e) using a matrix to determine general class activities which 
can be adapted to meet the student's needs, fl monitoring progress, and g) planning 
transitions. 



Table .1 



Best Practice Guidelines for Meeting the Needs of 
All Students in Local Schools 

SCHOOL CLIMATE AND STRUCTUKB 

1 . The school's philosophy statement and objectives are developed by administrators, staff, 
students, parents, school board members and other community members and reflect the 
school's commitment to meeting the Individual needs of all students in age-appropriate general 
education and community settings. 

2. The schools climate is established by administrators, staff, students, parents, school board 
members and other community members and promotes respect for individual differences among 
students, encourages the development of positive self-esteem, establishes high achievement 
expectations for all students, and encourages the development of caring personal relationships 
among students and staff. 

3. The schoors code of conduct for students and staff is established by administrators, staff, 
students, parents, school board members and other community members, emphasizes positive 
behavior, is applied In a consistent, fair manner, and takes into account the unique needs of 
individual students. 

4. The school provides ample opportunities for students, staff, administrators, parents, school 
board members and other community members to be recognized for their accomplishments, 
including helping others. 

5. The general roles and responsibilities of all school staff (including contracted staff such as 
an occupational therapist or psychologist) relative to providing instruction and support to all 
students are clearly delineated by administrators, staff, students, parents, school board mem- 
bers and other community members. 

6. The schoors professional development process is developed by administrators, staff, stu- 
dents, parents, school board members and other community members and includes insen^'ice 
training, regularly scheduled observations with feedback, technical assistance, peer coaching, 
and mentoring. 

7. The school's instructional support system (e.g., classroom -based model for delivering sup- 
port services, teacher assistance team, individual student planning teams, special education 
pre-referral process, volunteer system) is developed by administrators, staff, students, parents, 
school board members and other community members and is available to all students and staff. 

COLLABORATIVE PLANNING 

8. The school provides opportunities for staff, students, family members, and community 
members to become proficient at functioning in a collaborative manner (i.e., share responsibility 
and resources, make decisions by consensus, use a structured meeting agenda foimat, rotate 
team roles of facilitator, timekeeper and recorder). 

9. The school provides time during school hours for instructional support teams (e.g., indi- 
vidual student planning teams, teacher assistance teams, teaching teams) to meet and for 
individual team members to monitor services, and to provide timely consultation, support and 
technical assistance to families and staff. 



10. For students with Intensive needs in basic skill and/or social skill areas or who are chal- 
lenged by their gifts and talents. Individual student planning teams are convened which are 
responsible for the development and implementation^ all aspects of the student's educational 
program (e.g., student goals, student schedules, procedures to address learning/behavior/ 
management Issues, transition plans, strategies to support the student and his/her teachers 
and family). 



1 1. Individual student planning teams consist of the student, family members, the student's 
general class teacher(s) and other appropriate persons based upon the student's needs (e.g., 
principal. Chapter I teacher, music teacher, physical therapist, one or two of the student's 
peers, teaching assistant, special educator, social worker, representatives of community agen- 
cies, family advocates). 

12. The individual roles of each student planning team member, including related service 
providers and other consultants, are specified by the team and are supportive of the educa- 
tional needs of the student. 



SOCIAL RESPONSIBILITY 



13. The school facilitates the development of social responsibility and self-reliance by promoting 
student participation in volunteer organizations and activities (e.g., community service activi- 
ties, peer tutoring/mentoring activities, student government, participation in decision making 
about important school or community issues). 

14. The school's curriculum provides structured opportunities for students to leam about and 
appreciate individual diflTerences among people, 

15. The school's curriculum provides structured opportunities for students to develop appropri- 
ate social skills (e.g., making friends, cooperating with others, sharing, listening, avoiding 
fighting) which include frequent practice during school, home and community activities. 

16. The school provides opportunities for all students to participate in age-appropriate school 
sponsored extra-curricular activities (e.g., field trips, sports teams, clubs, dances, assemblies, 
student government). 

17. For students with intensive needs in the social skill area, an individual program for increas- 
ing social skills is developed which Includes: a) assessment of current skills in Identified home, 
school and community settings; b) identification of adaptations and support needed to function 
in those settings; c) procedures for working with school staff and families .to Incorporate social 
skill training and/or practice into school and .^jimily routines. 



CURRICULUM PLANNING 



18. The schools curricula are developed by teachers/staff, students, parents, administrators, 
and community members and identify age -appropriate content (e.g., language arts, math, 
history, social/ emotional, arts, health) and process oriented (problem solving and collaboration 
skills, study skills) goals and objectives which promote meaningful participation in age-appro- 
priate activities in home, recreational, educational, work and other aspects of community life, 
set a high standard of excellence and address the needs of all students. 



19. A variety of age-appropriate non-school instructional settings (e.g., daycare settings, the 
student's home, local stores, and job sites) are available to students and matched to individual 
needs for learning new skills or for generalizing skills to new settings. 



15 



20. The process for identifying curriculum content for an individual student with intensive 
needs in basic skill and/or social areas includes an analysis of the student's skills and inter- 
ests and of the age-appropriate activities, skills and adaptations needed for the student to 
function in specific home, school, work, recreation and other community settings. 

21. Objectives for students with intensive needs in basic skill and/or social areas specify 
criteria which include performance in the student's home, school and other age-appropriate 
community settings. 

22. Students with intensive needs in basic skill and/or social areas have paid work experi- 
ences in integrated community settings prior to leaving school. 

23. The system for monitoring the progress of students with intensive needs in basic skill and/ 
or social areas includes: a) indications of level of independence on identified skills/ activities, 

b) indications of environments in which those skills/ activities have been demonstrated, c) an 
annual summary, and d) post school follow ups for purposes of program improvement. 

DELIVERY OF INSTRUCTIONAL SUPPORT SERVICES 

24. Instructional support services and staff (e.g.. Chapter I, special education, speech and 
language, guidance, peer tutoring) are incorporated into ongoing school and community activi- 
ties. 

25. The decision to pull any student out of ongoing school or community activities to receive 
support services is a team decision based upon documentation that the student's needs could 
not be achieved through the use of supplementary aids and services in the classroom. This 
decision is not based upon staff preferences. 

26. For students with needs (e.g., counseling, community-based training, medical) which 
cannot be met through ongoing activities, pull out is scheduled during activities which the 
team determines to be lowest priority for the student. 

27. The delivery of instructional support services (e.g., consultation, training, technical assis- 
tance, cooperative planning with support staff, team teaching with support staff, support staff 
delivering direct services in the classroom, release time for planning, access to instructional 
support teams) includes support to teachers, teaching assistants, volunteers, and other direct 
instructional staff. 

INDIVIDUALIZED INSTRUCTION 

28. The school provides all students with opportunities to set personal goals and to plan, with 
parents and teachers, how their goals will be addressed during the school year. 

29. The school provides opportunities for all staff to become proficient at previewing instruc- 
tional activities, giving clear written and verbal directions, checking lor student understanding 
and giving students constructive feedback and positive reinforcement. 

30s The school provides opportunities for all staff to become proficient in using a variety of 
instructional methods (e.g., cooperative learning, whole language, peer tutoring, drill and 
practice, incidental teaching, computer- assisted instruction), matching methods to individual 
student needs, and incorporating methods into ongoing activities. 
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31. A variety of instructional groupings (e.g., small group, large group, multi-aged groups, 
cooperative group, individual instruction) is available to all students and matched to individual 
student needs. 

32. A variety of instructors (e.g.. teachers, teacher assistants, same-age peer tutors, cross-age 
peer tutors, peer mentors, volunteers) are available to students and matched to individual 
student needs. 

33. The school provides opportunities for all staff to become proficient at using a variety of 
instructional materials (e.g., real items, photographs, drawings, work sheets, textbooks, audio 
/visuals), at matching materials to individual student needs, and incorporating materials into 
ongoing activities. 

34. The school provides opportunities for all staff to become proficient at teaching several 
different goals from the same curriculum area through a single group activity (e.g., during a 
group math activity some students may be learning addition while others are learning count- 
ing or one-to-one correspondence). 

35. The school provides opportunities for all staff to become proficient at teaching goals from 
different curriculum areas through the same group activity (e.g., during a group social studies 
activity some students may have a primary goal of learning the social studies content while 
others have primary goals of learning language, coromunication, or social skills). 

36. The school provides opportunities for all staff and students to become proficient at identi- 
fying a variety of ways students can acquire or demonstrate skills /knowledge (e.g., signing, 
writing, typing, gesturing, oral tests or reports, art displays, taped presentations), matching 
them to individual student needs, and Incorporating them into ongoing activities. 

37. For each lesson currently being taught, there is a written instructional program or lesson 
plan which is available to all direct instructional staff. 

38. Student progress is monitored and analyzed on a regularly scheduled basis. 

39. Decisions to modify instructional groupings, methods or materials are based upon mea- 
sures of student progress. 

40 A current schedule of daily student activities which describes what is being done, when, 
and with whom. Is available and readily accessible. 

TRANSITION PLAPmiNG 

41. There are procedures for facilitating the smooth transition of all students from one educa- 
tional setting to another, and from school to post-school life. 

42. A written plan for transitioning each student with intensive needs, including students who 
are gifted, from one educational setting lo another Is developed and implemented in advance of 
the move (e.g., 6 to 9 months). 

43. For high school aged students with intensive needs. ' written graduation plan for transi- 
tion to post-school life (e.g., employment, education, recreation, residential) is developed and 
implemented well in advance of the transition (e.g., at age fourteen) and reviewed annually. 

FAMILY-SCHOOL COLLABORATION 

44. The school provides families with the freedom to visit the school and io communicate 
regularly with school staff on topics important to both the family and the school. 
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45. There is information available to families which assists them to access mfomial support net- j 
works and connect with community resources (e.g., daycare programs, recreation programs, i 
counseling, respite care, vocational rehabilitation, mental health). j 

46. The school provides families with opportunities for consultation, training and follow up from I 
school staff to maximize their children's development in home and other community settings, \ 

I 47. Families are included in advisory, decision-making, and advocacy activities of the school (e.g.. 
advisory committees, curriculum committees, development of the school philosophy and climate, 
school plarmlng teams, staff development committees). 

! 

48. Families are included in the decision-making process to determine the high priority educa- 
tional needs of their children, and how and where (school, home, or community settings) their 
children will be taught. 

49. Instructional plaimlng includes procedures for assisting families to incorporate instruction 
and/ or practice of skills into ongoing home and community activities, 

PLANNING FOR CONTINUED BEST PRACTICE IMPROVEMENT 

50. A plan for improving best practice -based services within the school is developed every three to 
five years by a school planning team consisting of administrators, staff, students, parents, school 
board members and other community members, 

51. The school's plan Includes: a) a review of the school's goals and the extent to which goals and 
best educational practices are achieved: b) an examination of services offered by the school and 
how they relate to student, family, and community needs: c) follow up measures of students' 
performance in the next school setting or post school settings; and d) activities and timelines for 
improving best practices. 

52. The school planning team meets periodically to monitor progress on implementing the school's 
plan and to make necessary adjustments in activities and timelines for achieving the plan. 

53. The school's plan and subsequent reports of progress in implementing the plan are dissemi- 
nated to parents, school district staff and community members. 

54. There is a periodic evaluation of the planning process by school staff, students, parents, 
community members and persons from outside of the school (e.g., staff from other schools, colleges 
and universities, state and local government). 

> ^ ^ 
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[CHAPTER 
2 




Student, Family and Community 
Involvement in School Planning 




Should families and other community members be on the School 
Planning Team? 



There are three basic reasons for invoMng families of school children and other 
community members on planning teams to improve best practices for all students In 
local schools: a) they have a right to be involved: b) they can be the school's best 
advocates: and cl they have knowledge, experience, perspectives and other re- 
sources which can greatly benefit the planning process. 

In a democratic society, it is an assumed guarantee that people have a right to 
be involved in decisions that will have an impact on their lives and on the lives of 
their children. Schools typically encourage community involvement and provide 
systematic opportunities for families and other community members to be involved. 
Serving on school boards, attending school board meetings, participating on plan- 
ning teams and voting on school budgets are but a few of the avenues schools 
provide for community involvement. 

The provision of quality education which meets the needs of all students re- 
quires community support. Families of school children and other community 
members are the most effective advocates for improving education. Involving them 
as full team members on the School Planning Team from the beginning of the pro- 
cess can facilitate their sharing the goals and harness their power as advocates. 

Involvement of families and other community members provides a vehicle for 
schools to access a rich array of community resources which can be used to support 
quality education. For example, community members can: provide the school with 
advice and information in their areas of expertise: work as volunteers in the school 
to supplement instructional resources; run special interest clubs (e.g.. French, 
quilting, computers): volunteer their businesses as vocational and community-based 
training sites; and make needed donations to the school {e.g., computers, software, 
supplies, books, printing services, and time, labor and materials to plan and build a 
playground). 

Families and other community members look at issues from different perspec- 
tives and these perspectives can enrich the planning process. For example, educa- 
tors may tend to plan for a six hour school day and be primarily concerned about 
how decisions will impact on students' academic performance and staff time. Fami- 
lies may have more concern for how decisions impact upon children's whole lives 
(e.g., what they do before and after school) and their families. Other community 
members may have concerns about students being prepared for the world of work 
and being responsible citizens. Addressing different perspectives can produce 
planning that is more comprehensive and beneficial to everyone. 



Ql Should students be members of the School Planning Team? 

Yes! Ultimately the decisions made by the School Planning Team wUl directly 
impact the students and require their cooperation in changing how things operate. 
Students sharing the goals of the team and developing ownership of changes will 
empower them to assist in making changes. In addition, students have first hand 
knowledge of what needs to be improved and ideas for how things can be improved 
Empowering students through involving them as team members accesses an often 
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I overlooked school resource and provides the students with a good experience in 
responsibility, decision making, problem solving, collaborative teaming and citizen- 
ship. 

I Should the student's family be members of the student's 
' Individual Planning Team? 



Families include students' parents, brothers, sisters, grandparents, aunts, 
uncles and other persons who are extremely Important to the child. Family involve- 
ment as full team members in tho* Individucd Student Planning Team Process is 
especially crucial since the team will be making decisions about many aspects of 
the child's life. Specific family members who will plan with the team should be 
selected by the student, her parents and other team members. Each goal selected 
for a student can significantly reduce the amount of time and resources that can be 
devoted to other* perhaps equally or more important goals. Since each decision 
represents a cost, it is very important that the family's values are represented in the 
decision-making process. 

Family involvement is also needed because families are the most committed 
long-term advocates for the child. Teachers and other service providers come and 
go. Only families know the full history of the child and have a total picture of what 
is going on in the child's life. The family has the most detailed knowledge of the 
student's strengths and needs, and the skills the student needs to function outside 
of school settings. Family values and preferences should be a major factor when 
the team develops the student's program. When planning for the student, the 
family can be the schools greatest resource. 

The decisions made by the planning team not only have a very real impact on 
the child's life, but on the life of the family. Falling to consider the Impact on family 
life may lead to problems between the family and the school. For example, some 
members of the team may strongly believe that aspects of the student's program 
should be carried out by the parents at home. However, the parents may not see 
themselves taking on a teaching role. Perhaps they do not agree that those aspects 
of their child's program are crucial. Raising this son or daughter is only one of a 
large group of family functions and responsibilities and perhaps the progress or 
needs of the student may not be the most important issue for the family at a given 
time. The team needs to recognize and acknowledge family priorities and assist the 
family to address them through the plaimlng process. 



B Should students be members of their Individual Student 
Planning Team? 

Yes! The decisions made by the Individual Student Planning Team will directly 
Impact on students and require their cooperation. For example. If the team is 
deciding on a program to help the student control anger during frustrating situa- 
tions, who is better suited to help decide the specifics of the program? If the stu- 
den't has been provided decision-making opportunities and feels ownership for the 
program, the likelihood for success is much higher. In addition, the student will 
gain first hand knowledge of the issues that the team is addressing and the amount 
of effort being expended to assist the student to reach his goals. Empowering the 
student through involvement as an equal member of the planning team can help to 
improve the student's self concept and ability to develop and attain Individual goals. 
The student is also provided with real experiences in responsibility, decision mak- 
ing, problem solving, collaborative teaming and citizenship. 

When dealing with very young children or when some team members are very 
uncomfortable with the idea of the student attending team meetings, the team 
should nake a decision about how and when the student will be involved on the 
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team. The team might only invite the student to be a member of the team for deal- 
ing with specific issues. For example, the team might discuss issues during the first 
part of the meeting and invite the student to attend the final portion of a meeting to 
be informed about the team's discussions and to take part in some decisions. As 
the student gains confidence with the team and as team members become comfort- 
able discussing issues with the student present, the amount of time and the num- 
ber of decisions in which the student is involved should increase. 

Should the student's peers be members of the Individual Student 
Planning Team? 

In many cases, involving one or more of the student's peers as members of the 
student's Individual Student Planning Team is essential to developing the most 
appropriate program for the student. When the team is considering involving peers 
on the team, the student, if possible, should be involved in making that decision. In 
some cases, the student may wish to have a friend accompany her to planning team 
meetings for emotional support. In cases where students cannot represent them- 
selves on the team, a peer might be very impon.ant to keep the team focused on 
activities, materials, and sociai norms of the student's peer group. Classmates can 
also be very helpful when considering classi. om accommodations for a particular 
student. Students often have wonderful ideas about how to include a student with 
intensive needs in classroom activities. Students who are members of individual 
planning teams for another student are also provided with opportunities to develop 
empathy, responsibility, decision making, problem solving, collaborative teaming, 
citizenship, and communication skills. 

Can students* school staff, families and other commtmity 
members meet together without creating conflicts or 
controversy among team members? 

They can*t! Any time people with diverse backgrounds and needs come together 
to address a particular issue there will be conflict and controversy. Collaborative 
teams are particularly geared to deal with conflict. In fact, conflict is often neces- 
sary in order for a collaborative team to develop the best possible solutions to 
problems. There are no winners or losers on a collaborative team. Decisions are 
made by consensus. Everyone must agree in order for the team to continue to 
work. This cooperative philosophy requires that teams come up with creative, 
productive and successful solutions to problems. When conflict initially arises in 
the team, meetings can become very uncomfortable and relationships strained. If 
controversy is not handled openly and honestly, relationships can be injured to the 
point where people stoi^ coming to meetings. In order to benefit from diversity and 
conflict, collaborative teams must set ground rules for dealing with conflict and 
team members should follow steps for resolving conflicts as the need arises. Refer 
to Chapter 5: Collaborative Teaming, for more information on dealing with contro- 
versy. 

How can families be supported to become informed about and 
involved in schoolwide and individual student planning 
activities? 

Typically families are extremely busy. In many families there are single parents 
or both parents need to work. Families are interested in their children's education* 
but they often need support to become involved. Some ways schools can support 
family involvement are listed on the following page. 
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Families and other community members need to feel welcomed and valued by 

the school staff. Not many people will continue to go to a place where they feel ihey 
are not valued. Parents and other community members need to feel that they are a 
part of the decision-making process in order to continue to be involved. 

Meetings need to be scheduled at times when families and other community 
members can attend. Many families or other community members cannot attend 
meetings dunng school hours. To involve the community in schoolwide planning, 
the meetmgs may need to be in the evening. Schools can support parents to be 
involved on Individual Student Planning Teams by assisting them to get time off 
work to attend meetings during school hours. Teams can also meet at the parent's 
work place or in the parent's home, if convenient. 

Provide childcare during meeting times. Some families cannot attend meetings 
because of a lack of adequate childcare. The school can secure childcare for those 
parents who cannot find adequate childcare on their own. Some teams encourage 
parents to bring small children with them to team meetings. These tj^es of accom- 
modations can go a long way to make families feel that their participation is appre- 
ciated and valued by the school. 

Families and other commimlty members, as well as teachers, students and 
administrators, need to learn ccllaboratlve teaming skills (refer to Chapter 5) to 
make meetings efficient and productive so that people feel attending meetings is 
worthwhile. Meetings need to start and end on time! 

Families, students, other community members, school administrators and 
staff need to build trust. Building of trust (refer to Chapter 5) takes time and 
energy. It is extremely difficult for groups of people to express ideas and feelings to 
each other until everyone knows that their input will be valued, that they will be 
treated with respect, that they will be accepted for who they are, that promises will 
be kept, and that confidentiality will be maintained. 

Families, students and other community members need more ways to be 
Involved than just by attending meetings. Newsletters or articles in the newspa- 
per to keep the community informed about school activities and proposed changes 
in the school are extremely important. Questionnaires or telephone surveys asking 
for community feedback and ideas can solicit the involvement of parents and other 
community members who cannot attend meetings. Community meetings during 
which community members and school staff members meet in small groups to 
discuss specific issues or concerns can be very effective in giving community mem- 
bers opportunities to become involved. Phone calls or notebooks sent home on a 
regular basis are important for families involved on Individual Student Planning 
Teams. A team member can be identified as the major family contact person to 
visit with families who cannot attend meetings to keep them updated on meeting 
agendas and solicit their input into team decision making. 

Schools can assist families to have more time and energy to devote to 
Individual Student Planning Teams. Families who are going through short or 
long term periods of stress due to loss of jobs, death in the family, loss of childcare, 
divorce, or the arrival of a new baby may not be able to devote much time or energ>' 
to planning for their children's education, in these cases the school can make 
available Infomiation and support to assist families to access informal suppcil 
networks and connect with community services (e.g., daycare programs, respite 
care, recreation programs, counseling). In severe cases, the school can assist tlic 
family to access more intensive family support services from local mental health 
agencies. 
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CHAPTER 
3 




Schoolwide Planning for Best 
Practice Improvement 



What is the School Planning Team Process? 

The School Plaiviing Team Process is intended to assist local schools, families 
and other members of the community to use the best practice statements to review, 
develop and Implement plans to improve schoolwide programs and services for all 
students . The planning process provides schools with a means to: 

1. Detennine the extent to which administrators, educators and related 
services staff, parents, and other community members value each best 
practice statement; 

2. Detennine which best practice statements are in need of improvement; 

3. Target best practice statements for improvement; and 



4. Develop action plans which address changing school policy, changing 
service delivery options, and providing training for school staff, students, 
parents and other commimity members to achieve targeted best practice 
improvements. 

The school planning process is intended to be a continuing improvement activity 
within the school. The process is not simply a means of evaluating program efforts, 
but a vehicle for making needed improvements in services as identified by adminis- 
trators, teachers, students, parents, school board members and other community 
members. To be a \iable vehicle for staff development and school improvement, the 
process must be conducted efficiently and take into account the unique characteris- 
tics of each school and community. It is suggefeted that the process be Implemented 
in three cycles. During the first cycle the planning team completes the entire pro- 
cess and develops action plans for improving several best practices in the following 
year. During the second cycle the team implements and evaluates progress on the 
action plans. At the end of the second cycle the team decides to continue with the 
current action^lans for the third cycle and/or select additional items to add to the 
action plans. At the end of the third cycle, the team assesses progress on all action 
plans and initiates the entire process again. The major tasks to be completed in the 
School Planning Team Process are depicted in a flowchart in Figure 1. Each box of 
the flowchart represents a major task to be completed by the team. The boxes are 
numbered to correspond with the following descriptions of each task. 



Task 1 Establish the School Planning Team 



Who should be on the planning team and how can productive 
meetings be facilitated? 

The School Planning Team Piocess is intended for use by a team of persons 
representing all of the school's constituents. For example, administrators, general 
and special educators, related service providers, support staff, students, parents, 
school board members and other interested community members should all be 
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Figure 1 

The School Planning Process 
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invited to take part in the planning process. The School Planning Team Management Plan (Figure 2) 
can be used to identify team members and to assist the team to address several specific team 
management issues. Issues addressed by the form are: the best day of the week, time and location 
for meetings; how childcare can be provided 



so that team members can be supported to 
attend meetings; and ways that the team can 
extend beyond itself to other school staff, 
parents, students, and community members 
throughout the planning process. 

Optimal team size is between seven and 
ten individuals. However, larger teams (up to 
16 people) have successfully completed the 
process. As team size increases, the time 
individual team members have to express 
their views at meetings is reduced. With 
larger teams it is useful to break the team 
into smaller groups (e.g., 4 to 5 persons) to 
discuss issues or to brainstorm possible 
solutions to problems. In order to keep team 
meetings to a reasonable length of time 
(maximum of 2 hours) and to give everv'one 
time to express themselves, it is important to 
use collaborative teaming skills. The setting 
of team goals at the beginning of the teaming 
process and use of a School Planning Team 
Meeting Worksheet (Figure 3) has been helpful 
to many teams. Teams should identify a 
facilitator, timekeeper and recorder for each 
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meeting, set an agenda with time limits 
for agenda items and stick to the agenda 
and time limits as much as possible. All 
team members should be responsible to ' 
each other for completing group- tasks, 
helping each other to participate in 
planning, and being comfortable with 
each other and the process. Information 
on collaborative teaming is described in 
Chapter 5: Collaborative Teaming. 




ERIC 



17 



c5 



c 



Task 2 Review the Most Recent Best Practice Guidelines 



3 



How can the School Planning Team become familiar with 
best practices? 

The Best Practice Guidelines will be reviewed and updated regularly by the 
Vermont Department of Education and the Center for Developmental Disabilities at 
the University of Vermont to insure that the best practice statements remain cur- 
rent with advances in the field of education for all students, including those with 
intensive educational needs. The School Planning Team should determine that they 
are using the most current set of best practice statements and surveys prior to 
initiating the school planning process. Time should be spent reviewing and discuss- 
ing best practice statements to insure that all team members understand their 
meaning and purpose. 



Task 3 Tailor the School Planning Process to Meet the Needs 
of the School 



J/ 



How can the process be tailored to meet the tmique needs of 
each local school? 



The planning team should first review the School Planning Team Process de- 
scribed In this chapter. Next the team determines the tasks they will use to com- 

1^ plete the process and fills 



Figure 4 
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out the Tasks to Be 
Completed worksheet 
depicted in Figure 4. The 
worksheet provides a means 
for teams to tailor the 
planning process to their 
unique needs and timelines. 
To complete the worksheet 
the team determines how. 
when and by whom each 
task will be addressed and 
when the team will meet to 
review progress and make 
modifications to the pro- 
cess. 
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Task 4 Gather and Summarize Information on the Level of Agreement 
and Need for Improvement of^Best Practices from School 
Administrators, Staff* Parents, Students, and 
Community Members 



How can information about best practices be gathered from 
school administrators, staff, students, parents, and 
community members? 

Information can be gathered many different ways. The use of the Best Practice 
Survey, however, has been found to be an efficient way to gather information from a 
large number of persons in a relatively short period of time. A portion of the Best 
Practice Survey is depicted in Figure 5. Hie survey involves respondents making 
three responses for each statement. Respondents indicate if they agree with a best 
practice by circling I Agree, I Disagree or I'm Undecided. They indicate a need for 
improvement on the best practice in their school by circling High Need, Medium 
Need, Low Need, or Don't Know. Finally, they indicate if a best practice is a prior- 
ity for improvement, for whatever reason, by checking the box in column ✓ If a 
priority. The results of the survey are most accurate when respondents have 
knowledge of the best practices. Idealty, the Best Practice Survey should not be 
administered without respondents having an opportunity for training and discussion 
on them prior to or during the administration of the survey. The survey takes 
between fifteen and thirty minutes to complete. 



Figures 



Nm<1 for Impravaitwnt 



✓ if- 



SOIOOL CLIMATE AND STRUCTURE 

I. The schoori phiioM- phy itatemcnt and objective* ihould be developed by adminiatrttora. itaffr 

•tudenta, parenta. f chool board membera and other commumty mcmbera and ahoutd rcHect the achool'a 
comxrutment to nv.«<ing the individual needa of all atudenta in age-approprvte integrated achool and 
community aMiinga. 

lAyw IDi*««i«« I'm. Vnimdi»4 


High M«diiim Law Omn'% 
Swmd Need Naad Kmw 


Prierfty 

a 

I 
1 


2. The achod'a climate ahould be catabliahed by aomiruatratora. ataff. atudentar parcnta achool board 

>rian>bc*B «7ui oChsr conur.-uR}ty ;r«Rxbers and should promots retpect for individual difference* amon§ 
atudentar encourage the development of poaitive aelf-cat— m, eatabliah high achievement eKpvctationa 
for all atudenta, and encourage the development of canng p«i«onaI relationahipa among atudenta and 
•Uff. 

j 1 A^M t Dte«vM rat VmdmtidmA 


High MmI ium Law Omn'% 
NaW NaeJ Naad Kmw 


Prierity 1 

□ 


• 3. The achool'a code of conduct for atudenU and ataff ahould be aBtabliahcd by adminiatratora. ataffr 
j atudenta, parenta, achool board member* and other community member* and ahould emphaaixc 

po*it;ve behavior, be applied in > conaiatent. fair manner, and take into account the unique needa of 
] individual atudent*. 

t 1 A|^OT I DiM^ve I'm Unrfaodad 


High Madiujii Law Dm^ 
NaW S»md Naad Kmw 


Pri^ 


^ 4. The achool ahould provide ample opportunitie* for atudenta, ataff, parcnta, adminiatratora, achool board 
memben and other oommunity mcmbera to be racognized for their accompliahmcnta, including helping 
otlwra. 

1 Av*« I Dfeayw I'M! UndaoM 


High MaWiwm L*w Dan>| 
NaW NaW Naad Kmw 


Prtertty j 

a 


' 5. The general role* and rcaponatbilitiea of all achool ataff (including contracted ataff auch aa an 

occupational thcrapiat or paychologiat) relative to providing inatruction and aupport to all atudenta 
ahould be clearly delineated by adminiatrator*, ataff, atudenta, paf«nAa, achool board member* and other 
oommunity membeiv. 

1 Aipae 1 Dfeayee I'hi UiUecWM 


Htgh Milium Low I>on1 
NaW .S'aW Naad Kmw 


Primity I 

□ j 


6. The achool'a profMMional development procesa ahould be developed by aominiatrator*, ataff, atudenta. 
pa rtrt*, achool board member* and other oommunity member* and ahould include inacrvicc training, 
regularly acheduled obao-vationa with feedback, technical aaaiatance, peer coeching, and mentonng. 
I Aye* I Dfe«|pM Vm UfwiadJad 


lllnh Medium Low Oatit 
Naarf Naad S'aad Knew 


Priwrlty 1 

3 


7. The achool'a tnatructional aupport ayatem (e.g., daaaroorrt-baacd model for delivering aupport aervicaa, 
teacher aaaiatanoe team« individual etudent planning teame, apccial education pnr-referrm) prooeea, 
volunteer ayatem) ahould be developed by adminiatratora. ataff, atudenta, parenta, achool board 
membeta and other community member* and ahoukl be available to all >tudcnta and ataff. 
1 Apraa I Dlaa^ve I'm UndacMad 


High Ma^Ium Law Dwil 
Naarf NaW Need Knew 


Priarity 

a \ 

i 
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It should be noted that the responses to the Need for Improvement In Our 
School column are interpreted differently depending on whether or not the respon- 
dents agree with the best practice. If respondents agree w. ' h the practice, circling 
high need would indicate that they feel the practice is not available in the school or if 
available is in much need of improvement. Circling low need indicates that the 
respondents feel the practice is adequately addressed in their school. On the other * 
hand, what if respondents disagree with the practice and indicates low need for 
improvement? This may mean that they do not value the best practice and there is 
little need to improve on it regardless of how available it is in the school. 



How can survey responses be simimarized? 

The Survey Summary Chart summarizes information gathered from the Best 
Practice Survey in a format which highlights practices which have high levels of 
support among school staff and are in need of Improvement. The Survey Sununary 
Chart is useful for summarizing survey information for presentation to school staff. 
• administrators, parents, and the school board. When used in conjunction with the 
Best Practice Selection Worksheet, described in a later section, the Survey Summary 
Chart can help in the selection of statements for improvement. 



^est ^Bractiu Survey Summary Chan 



with Indicator 



Lcvd of Nwd for 
liii|]rov«OHcnt in Our 



SaiOOL CUMATS AND STRUCTimE 








1. Ihttdwol'tpMoMphyMatatnciHando^octives 

dcnii, pwnMt tdiool howd tMEnbov std other 
ooe«tuflityMBtb«i»«id ahould nfted th* idiool'i 
amMMM toMwing tfM lndividtt«l Mtd* of «U 
■tudmts in afMppropriM* lntt|^atad Khool atd 
ooovMiihy MMn^ii. 


% Ayi«c 
% Diaayac 

% Und«id«d 


% High 
«Mcdjwn 
%Uw 
%Und«dd«d 


□ 


2. IhttdvnI'adlButtshouldfavMUbiUhodby •dawv 
Iftmon, Maff^ Midait^ pAnnli sdwol botrd tnnv 
b«*» «id odMr aSDsnunity BMn\b«» «id ihould 
prcmott f«|MCl for Mivi diuJ diff mncM aznon^ 
ttudoifc^ Mourifttht dtvdcpmntf ctl posiiivr stlf^ 
MiMDtMUUihWgh •eWtvMMWt gytcMtiom fcr til 
•tudcnu^Md Mooting tht dwdopumnt€i camg 
pmmjl rttattaMMp* unsns Mttd^Ms «id tuff. 


% Afnt 
% Diaafree 
% Uiid«d4cd 


«HIgh 
% Medium 
%Lm« 
«Uiid«dded 


□ 


3. IhtadtooCfODdtfll conduct for atxidOTtt Old iu£F 
chcuU bi MUUlAtd by ad^Matrator^ MfC Mu- 
d<Mtli, pmnM, school board BMmbcn and other 
oopnujity mmrimt and liwild mnphmam poaitivt 
bihavto. ba ippUad in a ooraUunt fair mmwr. and 
uka Into aetBMtt <Im Mniqua mada fli ii^ivUiiaJ 


% Apt 
% DiaagiM 
%Undaddcd 


%High 
«Und«id«i 


□ 


4. Thaadiool Aouldprevfdaaa^aoppcrtuniiiaafbr 
atudanttk aufC patantiv admintafraiort. adiod board 
macnbara and oltMr oaavMnlty mambm to be 
raco^niaad forlMr aooanf)UBMnta, induding 
haiptnf otiian. 


% A|rc« 
%Dia^fc« 
» Unpadded 


%High 
«Und«dd«d 


□ 


5. IhagmnlrdMmdrtaponaibUtieafllanadtodataff 
(indu^in^ ooniraaad ataff aud\ aa an oocupatianal 
tharapial or psydtoioglit) ralativ* to providing 
inamicsion and aucpoft to all atudama d^ould be 
daariy dallnaa«ad by adauniatraion, ataff, atudcnt^ 
parvilB, adwol board Mnb«t and other oocMnwity 


% Diaacrar 
% Undaddwl 


»High 
% Medium 
% Law 
«Uftd«id«d 


□ 


& Iha •dwci'B pcrfaiiiQnal devriopmant jirooMa alwMld 
be dcwiofiad by adndntotraiora, ataft atxidMU, 
pamta» aAoo) board ■■■tban and other oonvMciity 
menbcrsand ahould indtide inaatviea training 
rtfulariy adiadulad obaaivalicna wkh faadtaadc, 
McMcal aaiialaMe, paar ooadting, and MMofin^. 


« A«m 
% Diaapac 
%Uiidaddcd 


»Htgh 
«Mc^um 
% hmm 
«Undadd«i 


□ 


7. Iheadwol'ainatnicdona] support aytim (eg., 

daiMooin haaad mode) fcr ddivaring auppvt aaiv- 
icm, taadtfr ■■iawwi «Mm, individual atudart 
planning leacna, spedal aduoatlan pr*^«Tal prooaaa, 
vd«mt««r lyif 0 ilmiJd ba dtvdopad by adminlstra- 
tow. eug.atudinia,pararna,adwol board owmbexi 
•nd other eomnuni^ OMnbart and ahottld ba avai>- 
able %o all atudM and ataff. 


% Agree 
% Dieagii t 
% Uwdedded 


»Hlgh 
% Medium 

«Undadd«l 


□ 



a of 
Priori ty/a 



The Survey Summary Chart 
depicted in Figure 6 summarizes 
the following information. 

1. The percentage of respon- 
dents who answered I Agree. I 
Disagree and I'm Undecided for 

each best practice. 

2. The percentage of respon- 
dents who answered Higli Need. 
Medium Need. Low Need, and 
Undecided to the need for 
Improvement of each practice. 

3. The number of persons that 
identffied each practice as a 
priority. 

The I Agree responses to 
each statement and High Need 

responses may be color-coded to 
allow for quick scanning of 
items. Practices with high levels 
of agreement and need (90% to 
100% of respondents answering 
I Agree and High Need) might 
be coded red (hot Item). Prac- 
tices with a moderate level of 
agreement (50% to 89%) might 
be coded green (cool item) and 
practices with a level of agree- 
ment under 50% might be coded 
blue (cold item). 
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BEST tm mum 



Task 5 Incorporate Information From Individual Student Planning 
Teams into the Selection Process 



How can we address the needs of individual students in the 
planning process? 



If the school has working Individual Student Planning Teams for one or more 
students with intensive needs (see Chapter 4) information about best practice avail- 
ability for these students should be gathered from each team and incorporated into 
the School Planning Team Process, Prior to developing an individual student's plan 
the team completes Part I of the Best Practice Checklist for Individual Students 
(Figure 7) by selecting which best practices are most important to the student's 
success within the school and community. After planning, the team completes Part 
II of the checklist by indicating which selected practices could not be incorporated 
into the student's program. The team then completes Part HI by making recommen- 
dations for increasing the availability of those practices within the school/commu- 
nity. The pracUces which are needed by students with intensive needs but are not 
adequately available, should be highlighted during the best practice selection process 
described on the next page. 



Figure 7 



BEST PRACTICE CHECKUST FOR INDIVIDUAL STUDENTS 

Student D«te (Psit 1 1 Date (Put ll&nil 


Important 
to Student's 
ProfprmcD 


Prx^tiM Not Adeouatciv 
Incorporated into 
Student'a Program 




SCHOOL CLIMATE AND STRUCTURE 


Paril 


Pan 11 


1. 


The school's philosophy statement and objectives are developed by administrators, suif. students, 
parents, school board members and other community members and reflect the school's commitment to 
meeting the individual needs ot all students in age-appropriate regular education and community 
settings. 


3 


3 


2. 


The school's climate is estabbshed by admmistrators, staff, students, parents school board members and 1 
other community members and promotes respect for mdividual differences among siuaents, encourages i 
the development of positive self-esteem, establishes high achievement expcclanons for all students, and . 
encourages the development ot caring personal reUtionships among students and staff. 




□ 


3. 


The school's code of conduct tor students and staff is established by administrators, statf. students, 
parents, school board menribers and other community members, emphasizes positive behavior, is 
applied In a consistent, fair manner, and takes mto account the unique needs of individual students. 






4. 


The school provides ample opportunities for students, staff, administrators, parents, school board 
members and other community members to be recognized for their accomplishments, including helping 
othen. 


3 


3 


5. 

1 


The general roles and responsibilities of ail school staff (including contracted staff such as an occupa- 
tional therapist or psychologist) relative to providing instruction and support lo all students are clearly 
delineated by administrators, staff, students, parents, school board members and other community 
members. 


3 


3 


6. 

1 


The school's professional development process is developed by administrators, staff, students, parents, 
school board mcrribcrs and other community members and includes mservice training, regularly 
scheduled observations wth feedback, technical ass'siance, peer coaching, and mentoring. 




3 




The school's instructional support system (e.g., classroom-based model for delivering support services, 
teacher assistance team, individual student planning teams, special education pre-reterral process, 
volunteer system) is developed by administrators, staff, students, parents, school board members and 
other community members and is available to all students and staff. 


.1 


3 
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Task 6 Select and Prioritize Best Practices to be Improved 



How can the team select and prioritize best practices for 
improvement? 

This task in the planning prcx^ess involves the completion of the Best Practice 
Selection Worksheet and results in a prioritized list of best practices in need of 
improvement. When selecting practices for improvement it is important to consider 
the level of support for the practice as well as the possible barriers to best practice 
achievement. The more support there is for a practice among school staff, adminis- 
trators, students, parents and other community members, the more likely improve- 
ments in the practice will be achieved. When support for a practice is low, minimal 
improvement may be expected unless efforts to increase support for the practice are 
launched. Two strategies to increase support for a best practice include providing 
more information on the practice and its benefits, and creating incentives for imple- 
menting a practice (e.g.. reduced class size for teachers working with students with 
intense needs). 

The first step in completing the Best Practice Selection Worksheet is to identify 
picictices to be considered for improvement during the next two planning cycles. At 
least 10 practices should be initially identified. As each practice is identified the 
small box on the worksheet located in the column titled Select should be checked 
(see Figure 8). After all of the practices have been considered, complete the ratings 
(as described below) and assign a priority ranking for each best practice. 

1. Categorize the Possible Changes Needed: Circle P if policy changes are needed 
to improve the practice's availability. Circle S if service delivery sjrstem changes are 
needed for Improvement (e.g.. reallocating teacher time, changing job roles, hiring 
additional staff, arranging team meeting time during school hours. Initiating a 
community-based training program). Circle T if training is needed to develop or 
implement the changes. 

2. Determine Priority Ranking: Based upon the information gathered through the 
surveys and the estimation of the tjrpes of changes needed, each practice should be 
ranked from the most Important practice to target for improvement (1= highest 
ranking) to tlie least important. If several practices carry equal importance, they 
may be assigned the same ranking. It is recommended that at least 10 statements 
be ranked. 

Once best practices have been assigned a priority ranking, three or more prac- 
tices should be selected for improvement during the remainder of the current cycle 
and for the second cycle of the process. The exact number of practices selected will 
depend upon the perceived difficulty of improving the practices and the amount of 
staff time allotted for their improvement. The Initial selection should include some 
practices which can be achieved relatively quickly and easily to ensure that staff, 
students, parents and other community members experience success in using the 
School Planning Team Process, The practices selected should be approved by the 
school board, school staff and Interested parents and other community members 
prior to beginning the next task in the process. 
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Best Practice Selection Worksheet ^^"^^ ® 

Best Practice Guidelines For Meeting The Needs Of All Students In Local Schools 



Selected 
(/ Box) 



Changes 
Needed 



Priority 
(1 = Highest) 



SCHOOL CLIMATE AND STRUCTURE 

1 . The school's philosophy sUtemcnt and objccttvcs arc developed by administrators, staff, 
students, parents, school Ixiard members and other community members and reHect the 
school's commitment to meeting the Individual needs of all students In 'age-appropriate regu- 
lar education and community settings. 

2. The school's climate Is established by administrators, staff, students, parents school board 
members and other community members and promotes respect for Individual differences 
among students, encourages the development of positive self-esteem, establishes high 
achievement expectations for all students, and encourages the development of canng personal i 
relationships among students and staff. 

3. The school's code of conduct for stud'jnts and staff is established by administrators, staff, 
students, parents, school board members and other community members, emphasizes posi- 
tive behavior. Is applied in a consistent, fair manner, and takes into account the unique needs t 
of Individual students. I 

4. The school provides ample opportunities for students, staff, administrators, parents, school 
board members and other community members to be recognized for their accomplishments, 
including helping others. 



□ 
□ 

□ 
□ 



S P T 



S P T 



S P T 



The general roles and responsibilities of all school staff (including contractxMi staff such as an ^^^^ 

occupational therapist or psycholoipst) reiaii\'e to prodding instruction and support to all I I S P T 

students are clearly delineated by administrators, staff, students, parents, school board ' — ' 
members and other community members. 



The school's professional development process is developed by administrators, staff, students, 
parents, school board members and other community members and includes inservice train- 
ing, regularly scheduled observations with feedback, technical assistance, peer coaching, and 
mentoring. 

The school's instructional support system (e.g,. class room -based model for dclivenng support 
services, teacher assistance team, individual student planning teams, special education pre- 
referral process, volunteer system) is de\'eloped by administrators, staff, students, parents, 
school board members and other community members and is available to all students and 
sUff. 



□ 
□ 



S P T 



S P T 



S = Systems P = Policy or Proccdum T = Training 
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Task 7 Develop Action Plans 



How do we develop plans for best practice improvement? 



The development of action plans is a critical task since it forms the basis for 
improving best practices. A separate action plan should be developed for each best 
practice selected for improvement. Each action plan should include the following 
four components (refer to Figure 9 for a sample action plan): 

1 . A listing of the Best Practices to be improved; 

2. A listing of changes In school service delivery system needed to improve 
the practice: 

3. A listing of changes in school policy or procedures needed to improve the 
practice; and 

4. A listing of training needs (e.g., for staff, students, the community) in order 
to improve the practice. 
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The action plans should be written to address changes to be made during the 
remainder of the current cycle and for the second and third cycles as well. In other 
words, action plans should address changes that the team wishes to make by the 
end of the third cycle. If a cycle takes the school one year to complete, then the 
action plans will cover two years (the second and third years of the process). 



Figure 9 
Sample Action Plan 

Area: Collaborative Planning 

Best Practice Statement: Hie scfioot provides time during school hours for instructiorud support teams 
(e.g., individuat student pCanmng teams, teacher assistance teams, teaching Uams) to meet and for individual team 
memBers to monitor services and to provide time for consultation, support and technical assistanu. 



Changes in Service Delivery 
(Systems Change) 



Changes in Policy or Procedures 
(Policy Change) 



Training Needs 
(Staff, Students, Community) 



Identify teams of 4 to 6 
integrated staff. 

Structure school day to 
allow for team meetings. 

Restructure caseloads of 
special education and 
Chapter I. 



Develop descriptions of 
planning leams including 
roles and responsibilities. 



Collaborative Teaming. 

Provide information to 
school board regarding 
the need for teams and 
how they function. 

Visit other schools. Have 
them come talk to us. 



Early release time for 
training. 



Volunteer enrichment 
programs. 



Make use of Monday 
aft^oons not 
currently utilized for 
planning. 



!J^rom thtScJwol Improvement Ttan (1991) cf Union School, 9/lontpelier, Vermont 
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Task 8 Complete Systems Change. PoUcy/Procedure Change and 
Inservice Training Summary Worksheets 



How can we coordinate action plans with other school planning 
activities which are ongoing within the school? 



Once action plans have been developed for individual best practices, the School 
Planning Team should summarize the information in a format that facilitates the 
school's coordination of all the systems change, policy change, and training activi- 
ties. For example, if the school has an existing inservice training committee, a 
summary of all training activities should be shared with this committee. A schooFs 
administrative planning team should have a summary of all the systems and 
policy/procedure change activities. 

The summarization can be accomplished by: a) listing all the systems change 
activities from each action plan on the Systems Change Summary Worksheet 
b) listing all the policy or procedural change activities on the Policy Chcmges Sum- 
mary Worksheet and c) listing all the training activities on the Training Activities 
Summary Worksheet As illustrated in Figures 10 and 1 1, the Systems Change and 
Policy Change Worksheets list ail the changes from each acUon plan and specify the 
best practices addressed, the type of change(s) needed, the steps to be taken to 
iniUate change, persons responsible for iniUating the change, and expected comple- 
tion dates. 

The Training Activities Summary Worksheet (Figure 12) should specify the prac- 
tices addressed, the target audiences, the training objectives for each audience, the 
trainers for each topic, the ttme/location/format for training, the expected measur- 
1 able outcomes of training, and the expected completion dates. 



Proposed 
Systems 
Change 



Figure 10 

Sample Systems Change Summary Sheet 



Best 
Practices 
Impacted 



Steps to 

Initiate 

Change 



Person(s) 
Responsible 



Project 
Completion 
Date 



Identify teams of 
4 to 6 teachers 



Structure school 
day to allow for 
team meetings 



2,4,7,8,27,41 



Gain board approval 
Identify teams with faculty 



Principal 
Team 



Gain board approval 

Develop schedule widi 
faculty 



Principal 
Team 



3/91 
4/91 



3/91 
4/91 
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Figure 11 

Sample Policy Change Summary Sheet 



Proposed 
Policy /Procedure 
Change 



Best 
Practices 
Impacted 



Steps to 

Initiate 

Change 



Person(s) 
Responsible 



Project 
Completion 
Date 



Develop descriptions 
of planning teams 
including roles and 
responsibilities 



2,4,7,8,27,41 



Identify teams with faculty 
Develop descriptions 

Gain board approval 



Team 
Team 

Principal 



3/91 
4/91 

6/91 







Figure 12 






^ 




Sample Training Activities Summary Worksheet 






Best 


Audience 


Time 






Training 


Practices 


and 


Location 


Expected 


Date 


Objective 


Impacted 


Trainers 


Format 


Outcomes 


Completed 


Staff, students and 


1,2,3.4,5,6, 


Administrators 


5:30 3/1 


Understand 


4/30/91 


parents will be 


7,8,10,15, 


Teachers 


7:30 3/15 


importance of 




trained in 


18,44,45,46, 


Support Staff 


3:304/2 


collaborative 




collaborative 


47,48,49,50 


Students 


7:304/13 


teaming 




teaming strategies 




Parents 












Community 


School 


Ability to 








(Trained in 


library 


team using 








groups of 20) 




agenda format. 








Trainer: 


Large group 


shared roles. 








Mr. Nice 


presentation 


and common 












goals 










Small group 












practice 






L 













Task 



Task 9 Coordinate the Implementation of Action Plans and Worksheets 
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How can the plans of several schools within the school 
district be coordinated? 

The summary worksheets may also be used to facilitate the coordination of 
changes and training activities at the school district and regional.levels. While It is 
most appropriate to conduct the School Planning Team Process at the school building 
level, it may be equally importarit to develop or finalize plans at the district level to 
ensure that efforts of individuaLschools are coordinated and no unnecessary dupli- 
cation occurs. For example, if six schools within a district indicate that staff training 
is needed in the area of collaborative teaming, that training could be arranged for the 
entire school district rather than on an individual school basis. If several schools 
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need the assistance of a specialist in educating students with severe disabUities, the 
district may decide to employ one specialist to serve several schools. 

It may be advantageous to coordinate and implement some elements of the 
change plans on a regional level. ForTSxample, when attempting to access needed 
expertise in remote regions where the population of students with intensive educa- 
tional needs is low, school districts can cor-^borate to hire hearing and vision 
specialists, occupational and physical therapists, behavior specialists, job trainers, 
or employment placement specialists. 

Timelines for planning activities within each school may need to be coordinated 
at the school district or supervisory union level. School district administrators may 
wish to develop a general timeline with target dates for the completion of major 
steps in the process which allows for the coordination of individual school plans. 
This general timeline can be used by each school administration to develop a more 
specific timeline for a particular school. In th'S way, timelines can be generated 
which will take into consideration prioriUes and time constraints of individual 
schools, as well as the school district needs. A sample coordinated timeline is 
presented in Figure 13. 



Figure 13 
Sample Coordinated Timeline 

By October 1 (Vear 1) 

1. Present the best practice guidelines and an overview of the school planning process to the 
school staff, students, parents and community members. 

2. Establish a School Planning Team in each school. 

3. Tailor the school planning process to meet the needs of each school. 

By January 1 fV'ear 1) 

E^ch school will: 

1. Identify staff, parents and community members to be surveyed. 

2. Conduct Best Practice Surveys. 

3. Tabulate survey results. 

4. Complete Survey Summary Chart. 

By March 1 (Year 1) 

Each school will: 

1. Gather information from Individual Student Planning Teams operating within the school 
(if any). 

2. Complete the Best Practice Selection Worksheet 

3. Select best practices for improvement for the next 2 years. 

4. Develop action plans and summary worksheets for the selected practices. 

By March 15 (Year 1) 

Completed action plans and summary worksheets will be delivered to the school district 
administration. 

By AprU 15 (Year 1) 

The school district administration will review the action plans and summary worksheets, 
develop a district-wide action plan, allocate necessary resources to complete the action 
plans, and develop a schedule for action plan implementation. 

By May 20 (Year 2 ) 

1. Results of in-service training, policy change and/or systems change completed to date will 
be evaluated. 

2. Each school will assess progress on statements targeted for improvement. 
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Task 10 Assess Progress on Action Plans and Select Additional 
Best Practices for Improvement for the Following Tear 

How do we continue to make progress from year to year? 



On at least a yearly basis, the planning team should evaluate what progress has 
been made on the targeted policy and systems changes as well as training activi- 
ties. The team should decide whether each action plan has been completed to the 
point where it need no longer be addressed. If action plans are completed by the 
end of the second year, additional plans and worksheets can be developed for the 
third year. The team should go back to the Best Practice Selection Worksheet 
completed during the first cycle of the process and select additional practices to 
improve. At least every 3 years the school should do the entire school planning 
process over again (re -prioritize best practices in need of Improvement). 
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Summary Chart 

Forms for Completing Each Task in the 
School Planning Team Process 



1 Establish the School 
Planning Team 

School Planning Team 

Management Plan 
School Planning Team Meeting 

Worksheet 
Team Member Checklist 
Team Goals 



2 Review the Most Current 
Best Practice Guidelines 

Best Practice Guidelines 



School Planning Process 
Worksheet 



6. Select and Prioritize 
Best Practices to be 
Improved 

Best Practice Selection Worksheet 



Tailor the School 
Planning Process to Meet 
the Needs of the School 



4 Gather and Siunmarize 

Information on the Level of 

Agreement and Need for 

Improvement of Best Practices 

from School Administrators, 

Staff* Students, Parents, and 

Commmiity Members. 

Best Practice Surveys 

Best Practice Summary Chart 



Incorporate Information from 
Individual Student Planning 
Teams into the Selection Process 

Best Practice Checklist for Individual 
Students 



7 Develop Action Plans 

Action Plan 



3 Develop Systems Change, 
Policy/Procedure Change 
and Inservice Training 
Summary Worksheets 

Systems Change Summary Sheet 
Policy Change Summary Sheet 
Training Activities Summary 
Worksheet 



9 Coordinate the 

Implementation of Action 
Plans and Worksheets 



10 Assess Progress on Action 
Plans and Select 
Additional Best Practices 
for Improvement 

Action Plans 
Summary Worksheets 
Best Practice Selection 
Worksheet 



1 
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CHAPTER 
4 




The Individual Student Planning 
Team Process 



What is the Individual Student Planning Team Process? 



The Individual Student Plan- 
ning Team Process is intended for 
use by planning teams to develop 
programs which maximize partici- 
pation of students with intensive 
needs in general education 
classes and other school and 
community activities. As de- 
scribed in Chapter h students 
with intensive needs are students 
identified by their teachers and 
parents as presenting significant 
educational challenges to the 
school. A student need not be 
eligible for a specific support 
service (e.g., special education. 
Chapter 1) to be considered by 
teachers or parents as having 
intensive needs and requiring 
individualized support services. 
The planning process includes a 
series of tasks to be accomplished 
by the student's planning team. 
Various checklists, forms and 
surves^s have been developed to 
assist the planning team to 
complete the tasks. The planning 
process is depicted in the flow 
chart in Figure 1 . Each num- 
bered box on the chart represents 
a major task to be completed by 
the team. 




Figure 1 

Individual Student Planning Team Process 



Establish The Planning Team 

a. Student Assigned to 
Age-appropriate Classes 

b. Identify Team Membership 

c. FaclHtation of Family Participation 
on the Student's Planning Team 

d. Development of Teaming Procedures 

e. Tailor the Process to Meet the Student's 
and School's Needs 



Identify Fundamental Values, The 
Student's Strengths, Best Practice Needs and 
Skills to be Taught 



Q 3 Complete the Activities Matrix"^ 



I 



assesN 
Appropriate? 



Are Assigned Classes N No 
>pr 

T 



< Determine Support Tasks ^ 

S Monitor Progress and Evaluate the 
Availability of Best Practices to the 
Student's Program 



Transition to Neact Grade 



The Individual Student Planning Team Process is an abbreviated and adapted version of the Indi- 
vidual Program Design (IPD) Series which is avaUable from the Center for Developmental Disabili- 
ties at the University of Vermont, Burlington. Vermont 05405. 
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^Task 1 Establish the Planning Team ^| 



HHow can the Individual Student Planning Team Process be 
initiated? 



Once a student has been identified as having intensive needs, an Individucd 
Student Planning Team should be established. Establishing the planning team 
involves addressing several key issues prior to discussing the student's specific 
educational strengths and needs. Issues to be addressed include: 



a. student assignment to age-appropriate general education classes, 

b. identification of team membership. 

c. facilitation of family participation on the student's planning team, 

d. development of teaming procedures, and 

e. adaptation of the process to meet the student's needs. 



^Task la Student Assigned to Age-appropriate Classes 



Does the student have to be assigned to general education 
classes? 



Yes! The Individual Student Planning Team Process is designed to support 
students with intensive needs in general classes. Students should be in the same 
classes as their peers of a similar chronological age (plus or minus 2 years). If 
students are assigned to a special classroom or are not currently attending their 
local schools, the first step in the process is to assign the student to general educa- 
tion classes in their local school. 



c 



Task lb Identify Team Membership 



Who should be on the Individual Student Planning Team? 



The Individual Student Planning Team should have core and extended team 
components. The core team is a small group of people (e.g., student, parents, 
general educators, special educator, speech pathologist) who meet regularly (many 
core teams meet weekly) to do the majority of the day-to-day planning for the stu- 
dent. The core team is generally madeup of the people who are the most involved 
with the student on a daily basis. 

Extended team membership consists of individuals who are important to the 
student's educational program and are available to the team as needed (e.g., clinical 
psychologist, social worker, student's peers). Core and extended team membership 
will change over time based on the needs of students and the classes /activities in 
which they will participate. For example, as a student moves from grade to grade 
different teachers will have to be involved. When transitions to post-school services 
are being planned, post-school service providers should be included. One function 
of the planning team is to continuously update team membership based upon 
student needs. 

The Team Management Plan (Figure 2) can be used to designate core and 
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extended team membership, to facilitate communication among team members and 
to decide how the team will work together. For more detailed information on collabo- 
rative teaming and how to use the Team Management Plan refer to Chapter 5: 
Collaborative Teaming. 



Figure 2 
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Team Bfanagement Plan 



3 



Student 



Tear 



Core Planniag Team Members 



Position 



Extended Planning Team Members 



Position 



Info. Backup 



fwhen will the the Team meet during the school year^ 



Core T«am: 

Day of Week . 
Time 



Extended Team: 

Day of Week 

Time 



Weekly □ 

Every Other Week 0 

Other 



Weekly O 

Every Other Week □ 
Monthly 0 

Other 



If additional meetings (core or extended) arc needed who will be responsible for ar- 
ranging them? 

If the student or his/her parents cannot attend meetings, how will the team keep 
them Informed and solicit their input? 



Who is the primary parent contact person? _ 



If a teaching assistant is assigned, who is primarily responsible for supervising the 
assistant? 

Who is primarily responsible for monitoring the student's; 

physical management needs? 

behavior management strategies? 

social Integration strategies?. 



transitions between activities/classes? . 



Which general class teachers should be team members? 



The core team should include the student's general class teachers. If the student 
has several teachers (e;g.. high school students may have up to seven teachers), one 
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or two teachers may be designated as core team members. Previous and potential 
next year's teachers should be included as extended team members to facilitate 
smooth transitions from one grade to the next. When it Is diflflcult to decide on, for 
example, a th-rd grade classroom for a-«tudent, several third grade teachers may 
need to be on the team until the matrixing process (Task 3 ) is completed. 



Task Ic Facilitation of Family Participation on the Student's 
Planning Team 




How can we encourage the student's family to participate in 
the planning process? 



One way to facilitate family involvement is to Include them from the beginning 
on the Individual Student Planning Team as full team members and decision mak- 
ers. As full team members, the family is invited to and informed of all team meet- 
ings and activities. Family participation at team meetings may be encouraged by 
designating one team member as a family contact person who meets with the family 
before the first team meeting and periodically thereafter. The family contact person 
should be responsible for initially explaining the planning process to the family, 
obtaining their input on the process and team composition, and encouraging their 
involvement as team members. The family contact person should arrange a 
meeting(s) with the family to accomplish the following tasks: 



a* Discuss the need for an Individual Student Planning Team for their child* 



b* Discuss how the individual support team works* what it hopes to accom 
pllsh, and how the family can participate. 



c* Encoturage the family to bring a friend or advocate to team meetings to 
ease them into the process* When appropriate, the family contact person 
should suggest names of other parents familiar with the process who could 
provide support at meetings. 



d. Discuss how one goal of the team is to provide support to the family as well 
as their child through providing Family Information and Referral Services. 



e* Secure family input on the Individual Student Planning Team Process for 
their child* the composition of the core and extended team* and how they 
would like to be involved* 



f* Facilitate the family discussing selected fundamental values that guide 
educational program development for all students and identifying the 
values which the family would like the team to give special consideration 
to in the development of their child's program* 



g* Facilitate the family discussing and selecting high priority education goals 
for their child* 

What arc Family Information and Referral Services? 



The purpose of Family Infonnation and Referral Services is to assist families to 
access Infomial support networks and connect them with community resources 
(e.g., daycare services, recreation programs, counseling, respite care, vocational 
rehabilitation, mental health). In order to provide Family Information and Referral 
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Services, the school should consider developing a community resource guide which 
lists generic family needs and identifies potential people and agencies to contact to 
address those needs. Assistance accessing resources should be available to all 
families whose children attend the school 

The Individual Student Planning Team should address families' questions, con- 
cerns and needs in areas related to their child's educational program (e.g., facilitat- 
ing communication skill development, managing behavior, encouraging more inde- 
pendence in self-care at home). However, some families have other needs which can 
best be addressed by accessing available community services. Upon the families 
request, the Individual Student Planning Team should assist them in identifying 
needs and /or connecting them to community resources whic^i can address specific 
family needs. 

How can the family contact person facilitate the family's 
identification of values which they want the team to give special 
consideration to in their child's program? 



The Fundamental Values Worksheet should be reviewed with the student and 
her family. This worksheet and how to use It are described in detail in a later 
section. During the review, the family contact person should facilitate the family 
discussing each value area. The family can add other value areas which they want 
the team to focus on. If the family will be attending the first team meeting, they 
should be encouraged to prepare for the meeting by thinking about value areas on 
which they would like the team to focus. If the family will not be attending the 
meeting, they should be asked to fill out the worksheet and/or discuss priority 
value areas with the family contact person so their priority areas can be shared with 
other team members. 



How can the family contact person facilitate the family's 
selection of skills to be taught to their child? 



The Skills to Be Taught Worksheet should be reviewed with the student and her 
family. This worksheet and how to use it are described in detail in a later section. 
During the review the family contact person should facilitate the family discussing 
the student s strengths and needs In relation to each skill domain. The family can 
add other skill areas which they want the team to focus on. If family members will 
be attending the first meeting, they should be encouraged to prepare for the meeting 
by thinking about which domains and skill areas are highest priorities for theli* 
child. If family members wUl not be attending the meeting, they should be asked to 
fill out the worksheet and/or discuss priority domains and sklU areas with the 
family contact person so their priority skill areas and domains can be shared with 
other team members. 
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Task Id Development of Teaming Procedures 



How do we become an effective team? 
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Two important tasks the coi^ team should address early In the process are the 
setting of team and individual tfi^ member goals and the identification of the 
procedures that will be used to facilitate efficient and productive meetings. In order 
to use time effectively (some teams meet for as little as 30 minutes at a time), teams 
have utilized a Team Meeting Worksheet (Figure 3) to keep meetings on task and 
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improve the collaborative nature of the team. The Team Meeting Worksheet provides 
teams with a format for keeping track of who is at each meeting, identifying infor- 
mation backups for absent members, specifying team member meeting roles, delin- 
eating agenda items with time limits, keeping minutes, and assigning tasks to team 
members. For more detailed information on goal setting and on how to use the 
Team Meeting Worksheet refer to Chapter S: Collaborative Teaming. 



Figure 3 
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Team Meeting Worksheet 



3 



Student _ 



Date . 



Team Members Present: 



Team Members Absent: 



Informstlon Backup 



Roles: 



For This Meeting: 



For Next Meeting: 



FacUlUtor 



Recorder 



Timekeeper 



Encouimger 



Agenda for this meeting: 
1. 

2. 

3. 

Agenda for the Next Meeting: 
1. 

2. 



Time Limit 



Next Meeting Date 







Person(s) 


Completed 


Minutes 


Task 


Responsible 


By (Date) 












Tailor the Process to Meet the Student's and School's Needs 



3 



How can the planning process be adapted to meet the unique 
needs of the student and school? 

Another important task to be completed at the first team meeting is a core team 
review of the planning process outlined in this chapter to detemiine how the pro- 
cess might be adapted to meet their needs. For example, the team may decide to 
work on some tasks concurrently, eliminate some tasks and/or add tasks. After 
the team determines the tasks necessary to complete the process, it can fill out the 
Adapting the Student Planning Process worksheet depicted in Figure 4. Completing 
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the worksheet Involves the team checking tasks to be completed, crossing off tasks 
that the team will not address and adding additional tasks as necessary. 



Figure 4 

(Adapting the Student Planning Process } 

^ Taak* to be completed. CroM out task* which the team wiU not 
ccmiplete. tiet additional taska the team will complete. 

Task 1 Establish the Planning Team 

a. Student Assigned to Age-appropriate Classes □ 

b. Identify Team Membership □ 

c. Facilitation of Family Participation on the Student's Team □ 

d. Development of Teaming Prcx^edures O 



Task 2 Identify Fundamental Valuer, the Student's Strengths, 
Best Practice Needs and Skills to be Taught 

Identify Fundamental Values □ 

Idcntliy Students Strengths and Educational Needs □ 

Identliy Skill Areas to Be Taught □ 

Identify Best Practice Needs □ 



Tasks Complete the Activity Aiatriz □ 



Task 4 Determine Support Tasks □ 



Task 5 Monitor Progress and Evaluate the Availability of 
Best Practices to the Student's Program 

Monitor Progress □ 

Evaluate Best PracUce Availability □ 



Task 6 TransiUon to Next Grade □ 
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Task 2 Identify Fundamental Values, the Student's Strengths. 

Best Practice Needs and Skills to be Taught 



How can the team identify fimdamental values to address in the 
development of the student's program? 

Value judgements are involved in educational program development for all 
students. Each goal selected for a student implies a very real cost in terms of time 
and resources that can be devoted to other, perhaps equally or more important. 

goals. Since each decision . 



Figure 5 



( Fundamental Values ) 



Student . 



Date. 



Zack of tkt vaCut anas Bsud Bt[oiv sfiouU Bi an mugralpari of evtry stiuUnis tducaiional ti^trunct. 
'Wt wiU attempt to tnswt tkat tkt stUctid valut areas art incorporated tnto everif acttvittf and 
e^trUnct tkat tfu. student en^a^es vtas a part of fus educationaC pro^ojru 

Select 4^) Up toThrea V«lu« Areas Which are of Particular Importance to This Student: 



Academics |^ 



Social Acceptance/Friendships l1 



Kealth/Safety □ 



Self-Concept/Self-Esteem rj 



Choice Making 



Other (Specify) 



represents a cost, it is very 
important that the student's 
and her family's values are 
represented in the decision- 
making process. The values of 
the student and family are not 
only important to making good 
decisions, but also to whether 
goal attainment and skill 
acquisition have effects out- 
side of the school's program. 

The Fundamental Values 
Worksheet in Figure 5 depicts 
selected areas the team 
should attend to in overall 
program planning for all 
students. The value areas are 
partially based upon a study 
by Giangreco, Cloninger, Yuan 
& Ashworth (1991) on parent- 
derived high priority needs of 
students with intensive needs. 
Other areas should be added 
on the basis of the student's 
needs and at the discretion of 
the family and other team 
members. Through discuss- 
ing the value areas in relation 
to a particular student's 
strengths and needs, a frame- 
work for selecting goals /skills 
and designing activities for the 
student can be developed. 
Selecting areas to which the 
~ team should pay particular 
attention provides a greater focus for the team's efforts. For instance, if the area of 
social acceptance/friendships is selected, the team should select goals/skills and 
design activities for the student which maximize opportunities to learn and practice 
social skills and develop friendships. Priority areas can be designated by either 
checking the box after the area or assigning each box a number with the highest 
priority being assigned the number one, the second priority being assigned the 
number two, and so on. The team should discuss and determine which system best 
meets their needs. 



Self-Control/Self-Management 



Inclusion in Integrated Activities 
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HHow can the team determine the student's strengths and 
educational needs? 



Figure 6 



c 



Student Assessment Worksheet 



]) 



student . 



Date . 



Areas To Be 
AMcssed 



Pcrson(s) To Be 

Rc«T>oa«iblc Completed By 



First the team must determine the areas, if any, for which the student requires 
an assessment of strengths and educational needs. If the student is well known lo 
the team or has had a recent assessment, further assessment may not be necessar>^ 
at this time. 

There are four basic information gathering procedures for assessing student 
strengths and needs. These procedures include review of previous records, inter- 
views, observational assessments and training-based assessments. Each procedure 
has both strengths and vv eaknesses and must be used in combination to obtain the 
most accurate information. Typical steps in an information gathering process are to 
first review the student's records and then to conduct interviews to check their 

accuracy and to obtain addi- 
tional information. Next, 
observational assessments and 
training-based evaluations are 
conducted to fill in remaining 
information gaps. 

There are two types of 
observational assessments, 
elicited and non-elicited. Both 
types should be used to deter- 
mine student strengths and 
needs. Non-elicited observa- 
tional assessment can also be 
used to assess social validity 
and student performance as a 
function of environmental 
variables. Elicited Observa- 
tional Assessment evaluates 
the on demand performance of 
students when they are given 
specific instructions to perform 
the skill of concern. Non- 
Elicited Observational As- 
sessment evaluates the 
student's ability to self-initiate 
skill performance when not 
given specific instructions to 
perform the skill. 

Training-based assessment 
involves providing instruction 
and assessing the student's 
performance during and after 
instruction. Students should 
be provided training-based 
assessments to determine 
learning styles, needed instruc- 
tional adaptations, and learn- 
ing rates. 

Figure 6. the Student 
Assessment Worksheet pro- 
vides the team with a means to 



1 Review of Records 

1 




• 1 


i 


Interrlews (specify Instnimem) 
Parents - 








iCunrent Teachers (Ust persons and ln*-jutnenls} 
1. 

2. 

13. 






1 

I 

i 


jKast Teachers (Ust persons and specify instruments) 
1. 

12. 

i 

13. 








•Others 0>st persons and specify mstruments) 
il. 

i2. 
1 






I 


|Obierratlon«l AMeftsmenU 

[ElieiUd Qlst speclHc instruments] 
1. 

2. 
3. 
4. 

5. 






1 


lN*B-«UcitW 

1 Classroom □ 
ICafeterU □ 
1 Piayground □ 
Home □ 
I Other (list] 
11. 
12. 






i 

! 


'Training-Based Assessments (describe): 

i 

i 






) 
1 

1 


t _ 
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identify areas to be assessed, assessment techniques and instruments, persons 
responsible, and timelines for completing the assessment. 
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Q How can the team select skiUs to be taught to the student? 



Figure 7 



C Skill Areas To Be Taught ) 



Snident 

Completed by 

Next Major Transition(s) 

Basic Commixnicatlon 



Date- 



show preferences, indicate more, indicate rejection/ protest, indicate 
wants/ needs, initiate socially, respond to social imitations, participate in 
turn taking, make choices other: 



Language 



'Domain 



'Dctnmn 



□ 



'Prianty 
^ommrt 

□ 



Reading 



Writing 



It is important to make a distinction between priority skill areas and annual 
and short term goals and objectives. Priority skill areas can take more than one 

year to accomplish and 
should be selected because 
they will facilitate students 
meeting critical environ- 
mental demands, such as 
purchasing goods or mak- 
ing and maintaining friend- 
ships. Annual or short 
term goals and objectives, 
such as counting money or 
making a grocery list, are 
often based upon a predic- 
tion of what a student will 
learn in a school year and 
may be necessary but 
insufficient for meeting an 
environmental demand. 
Ideally, annual or short 
term goals should be 
selected because they are 
necessary for achieving 
expertise in priority skill 
areas. When priority skill 
areas have not been deter- 
mined for individual 
students there is not an 
adequate framework for 
selecting annual or short 
term goals and objectives, 
monitoring student 
progress, and facilitating 
teachers building on skills 
students learned in the 
past within a priority skill 
area. 

The Skill Areas To Be 
Taufif/it worksheet should 
assist the family and other 
team members to select 
priority skill areas for the 
student. A page from the worksheet is depicted in Figure 7. The entire worksheet 
covers the following domains: basic communication, language, social relationships/ 
self management, motor, reading, writing, math, personal care, safety, dining/food, 
clothing care, home care, money management, school inclusion, vocational, and 
recreation. The listing of skill areas under each domain helps define what it covers. 
Team members may add skill areas as necessary. 

The first step In completing the worksheet is to determine the student's next 
major transitions. For example^ a student may be entering middle fchool within 
the next two years or transitioning to post-school life (e,g., a job, apartment living) 
four years from now. There may be skills that the - tudent needs to leam in order 
to be successful within next environments that should be targeted as priority skill 
areas now. 



follow directions, receptive vocabulary, expressive vocabulary, length of 
utterance, articulation, categories, relational concepts, temporal 
relations, opposites other: 

Social Relationsliips/Self Management 

prosocial skills (e.g., participation, know feelings, offer assistance, 
salutations, questioning, praise, cooperative, work/study habits, deal with 
anger, use self control, follow rules, avoid trouble, say no, make a decision, 
solve problems), relate information, quality of communication, eye contact, 
facial expressions, posture, interpersonal distance, physical appearance, 
hygiene, physical contact, social anonymity, family life, follow personal 
schedule, create schedule othcn 

Motor 



oral motor, posture/posUion, pi 
mobilitv other: 



:hension, pointing, manipulation. 



survival words, signs or labels, schedules, map>s, listings, illustrated 
advertisements, instructions, forms, books, word attack skills, formal 
reading progranvs other: 



hold pencil, color, trace, copy, write single letters, wnte numbers, 
write words, write thoughts, write paragraphs, write stories, book 
reports, research reports other: 



'priority 
'Dffman 

□ 



•Pnonty 
'Daman 



'Pnonty 
*Dommn 



J/ 



1 
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The next step in completing the worksheet is for the team to discuss the 
student's strengths, value areas, transition and other needs as related to each skill 
domain. Priority domains can then be designated by either checking the box after 
the domain or assigning each box a number with the highest priority being assigned 
the number one. the second highest priority being assigned the number two, and so 
on. Next the team can select high priority skill areas in each priority domain by 
either underlining one or more of the listed skill areas or writing in additional skill 
areas. 

BHow can the team incorporate best educational practices into the 
student*s plan? 

To facilitate incorporation of best practices (refer to Chapter 1) into an individual 
student's plan, the team should complete Part I of the Best Practice Checklist for 
Individucd Students (Figure 8) prior to developing the plan. The team can use the 
worksheet to select which best practices are most important to the student and 
family. As will be described later, the team should complete Parts II and III of the 
checklist after the student's plan has been implemented. 



Figure 8 



BEST PRACTICE CHECKLIST FOR INDIVIDUAL STUDENTS 

6tud«iit DAtcfPutll Date (Put QfcllD 


important 
to Studont's 
Program 


PrActicA Not Adcouatdv 
Incorporated into 
Studcnt*a ProirraiB 




SCHOOL CLIMATE AND STRUCTURE 


Parti 


Pan 11 


1. 


The school's philosophy sUtement and objectives are developed by administrators, suH, students, 
parents, school board members and other community members and reflect the schod's commitment to 
meeting the individual needs of all students in age-appropriate regular education and community 
settings. 


1 □ 


□ 


2. 


The school's climate is established by administrators, staff, students, parents, school board members and 
other community members and promotes respect for individual differences among students, encourages 
the development of positive self-esteem, establishes high achievement expectations for all students, and 
encourages the development of caring personal relationships among students and staff. 


1 

□ 


□ 


3. 


The school's code of conduct for students and staff is established by administrators, staff, students, 
parents, school board members and other community members, emphasizes positive behavior, is 
applied in a consistent, fair manner, and takes into account the unique needs of individual students. 


□ 

1 


□ 
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Task 3 Complete the Activities Matrix 



What process can we use to determine which student needs can 
be met through each general class activity? 

The Activities Matrix depicted in Figure 9 is a tool for assisting teams in address- 
ing student needs through general class activities. At this point the team should 
complete the vertical column labeled Skill Areas by listing each selected priority 
skill area. It must be noted that all selected priority skill areas will be considered for 
instruction during the first year. However, it may not be possible to address all 
these priority skill areas within a single school year. Those priority skill areas which 
are not addressed the first year may be addressed in subsequent years. 
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In the horizontal row labeled General Education Activities, Ust the regularly 
scheduled activities for the general classroom or classes to which the student is 
assigned (e.g., opening exercises, history-lecture, history-discussion, math-large 
group, math-independent work, libraiy; lunch, recess, transitions between activi- 
ties). In a later step, this list of activities will be used to generate an individualized 
student schedule. In order to generate a schedule, adhere to the following 
conventions: 

1. List the activities in the order in which they typically occur. 

2. Do not merely list classes. List the major regularly scheduled activities for the 
class. For example, reading could be a class with two major activities of small 
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Skill !^rtas and Qeneral "Education ^ctivitiis dtpktcd in this tKampCi art not intended to represent a cHild's complete pro-am But 

TntrtUj to demonstrate furw to fill out an activity matrix. 



group Instruction and independent work. In this case list in an abbreviated form 
read- sm gr and read-Id wk. If social studies has major activities of discussion 
and lecture, list soc st-dls and soc st-lcc. If there is only one regularly sched- 
uled activity or the activities vary significantly from session to session, just list 
the class. 

3. If some major activities occur more than once a day (e.g.. recess), list each 
occurrence. 
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4. If the activity does not take place daily, indicate the days of the week on which it 
occurs. For example, if art is on Monday and Wednesday write - Art M,W. 

5. In the time column under each acUvity, indicate its length (e.g., 1 hr., 20 min.). 
What are the "Other Activities" columns used for? 

The columns labeled Other Activities are used to address activities other than 
general class activities needed by the student. Examples of other activities include: 
a) non-instructional activities which accommodate student needs {e.g., hearing aid 
checks, taking medication, tube feeding); b) instructional activiUes which the team 
has identified as needing to take place in community-based training sites (e.g., 
grocery shopping, job training); and c) specialized services which do not fit into 
general education activities (e.g.. Individual counseling sessions). Each activity and 
its approximate duration should be listed in the Other Activity columns. 

How do we select activities to address fundamental values and 
priority skills? 

This section has been written in steps in order for team members to better 
understand the process of using the Activities Matrix. After reviewing the steps the 
team may decide to merge or simplify them. Note: The Activity Compatibility Plan. 
which is described later, should be completed when team members are undecided 
as to whether or not a student's fundamental value and priority skill area needs can 
be addressed through an existing general class activity. It may also be used when 
the team needs a structured process for identifying accommodations and/or adap- 
tations for a class or activity. This plan was developed to be a tool for teaching 
teams to develop accommodations for students. 

Step 1. Consider the first general class activity and determine If any of the funda- 
mental values can be addressed through that activity. If yes, put a check in the box 
where the activity column and the fundamental values row intersect. 

Step 2. Determine whether or not the student will require curriculum adaptations 
In order to benefit from the content taught through the activity. For example, if the 
subject is sixth grade social studies, will the student be expected to learn the same 
content as other students involved in the activity. If not, the team should discuss 
ways in which the content may be adapted to meet the needs of the student. For 
example, the student may be expected to leam a sub-set of the content (class has 
16 goals, student is to leam 4 of them) or the student may leam different content 
(class learns to read city map, student learns map of school). The recorder should 
check or describe selected adaptation strategies on the Activity Selection Worksheet 
(Figure 10). If the team decides that the student will be responsible for learning the 
same content as other students, check the box where the activity column and the 
general education content row intersect on the Activity Matrix. If the student re- 
quires curriculum adaptations, check the box where the activity column and the 
curriculum adaptations row Intersect. If the student will not be learning the general 
education content, leave both boxes blank. 

Step 3. Determine if the student will need accommodations (e.g., the student might 
need different materials, to take tests orally, peer tutor, to sit in the front of the 
room) in order for the student to participate. The recorder should make a list of 
possible accommodations suggested by the team on the Activity Selection 
Worksheet. If accommodations will be required, check on the matrix the box where 
the activities column and the accommodations row intersect. 




Figure 10 
Activity Selection Worksheet 
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Figure 11 
Class/Activity Summary Form 
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step 4. Determine which priority skill areas can be addressed through the acUvity 
or during the transition time before or after the activity. In order to make this 
determination team members need to delineate specific student skill needs within 
the skill area that could be addressed through the activity. For example, if Partici- 
pation was selected as a social communication skill area, specific participation skills 
or routines (e.g., appropriately initiates interactions, asks for help) that could be 
addressed through the activity need to be determined. The recorder should make a 
rurming list of specific skills generated by the team on the Activity Selection 
Worksheet If a priority skill area can be addressed through the activity, check the 
box where the activity column and the priority skill area row intersect. 

Step 5. Decide whether the student will take part in the activity. If the team 
decides that the student will not take part in an activity, draw a line through the 
activity name. 

If the team decides that the student will take part in the activity, the team must 
determine which initial general education outcomes, priority skills and accommoda- 
tions will be addressed through the activity. Review the Activity Selection 
Worksheet, and add and delete specific skills, curriculum adaptations or accommo- 
dations until the team has come to consensus on which skills will be addressed and 
which curriculum adaptations and accommodations will be made during the activ- 
ity. Next, if the team has determined that the student should learn at least some of 
the general education curriculum content, the team should identify some initial 
outcomes (e.g., read a map of the school, identify five basic food groups, count to 
20) for the student. This information may now be written on the Class /Activity 
Summary Form (see Figure 1 1). This form provides the teacher responsible for the 
activity/class with a record of the skills that the student should be learning during 
the activity/ class. At the end of each week, the teacher can check those outcomes 
or skills that were addressed during the week. This can assist the team to keep 
track of which skills are being taught or practiced across classes/activities. As 
general education units or themes change throughout the ychool year, additional 
general education outcomes can be added to the form. Each class/activity form 
should be reviewed and revised at least quarterly by the team. This form can also be 
used to monitor progress on specific skills (see Task S: Monitor Progress and 
Evaluate the Availability of Best Practices to the Student's Program). 

Step 6. Repeat this process for each General Class and Other Activity. 

What is the Home/Family coltmin used for? 

The Home/Family column is used to indicate student fundamental values and 
priority skill areas that will be addressed through activities in the student's home. 
Consider each skill area and determine if one or more home activites will be used to 
teach, generalize, or maintain the skill area through school staff providing direct 
instruction or consultation and training to the student's family. If the activity will 
be a school supported activity, put an X in the box intersecting the Home/Family 
column and the skill area row. 

How do wc fit in the ••Other Activities'^? 

At this point in the process*the team has determined which general education 
activities/classes the student can participate in. Since a student cannot attend all 
of the general class activities and participate in other activities such as grocery 
shopping in the community, the team must make choices between general class 
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activities and other activities. If one or more general class activities were crossed 
off by the team, these activities can be replaced with other activities. For example, 
if the team decided that few of the student^s priority skill areas could be accom- 
plished during a 45 minute history* lecture period, this period could be used to 
teach the student to use the comer grocery store. This decision can be indicated on 
the matrix by assigning a number lo each other activity (e.g., 1. grocery shopping) 
and writing the number above one of the crossed out general class activities in the 
Alternative by Number row. To fit all critical other activities into the student's 
schedule, additional general class activities may need to be crossed off or some of 
the other activities eliminated. The planning team may have to make some difficult 
choices between general class activities and other activities. The values framework 
developed for the student's program and the student transition needs should pro- 
vide a basis for making these choices. By the end of this task, all general class 
activities, other activities and home activities in which the student will participate 
should have been identified. 



What if the team decides that the student's assigned classes are 
not appropriate for the student? 



If, after completing the Matrix and Activity Compatibility Plans, the team decides 
that the class assignment is not the most appropriate for the student (e.g., most 
general class activities are crossed off, or at a secondary level one or more classes 
are deemed inappropriate) the team should recommend that the student's class- 
room/class assignments be changed. A Matrix may be completed for each alterna- 
tive general education classroom or class to determine which would be most 
beneficial to the student. 



What is the Activity Compatibility Plan? 



The Activity Compatibility Plan provides a structured process for identifying 
accommodations and /or adaptations for a class or activity. The form (Figure 12) 
provides a vehicle for team members to consider the following: 

1 . the outcomes of the activity for the class or group and whether or not those 
outcomes would benefit the target student; 

2. the outcomes for the target student and whether or not those outcomes are 
regularly used or practiced by students during the activity or class: 

3. the current arrangement of the activity (e.g., large group, small group-teacher 
directed, independent work), the type of arrangement best suited to the student, 
and whether changes in arrangements would be necessary to include the stu- 
dent in the activity: 

4. the current teaching methods used in the activity, teaching methods necessary 
for teaching the student, and whether changes in teaching methods would be 
necessary to include the student in the activity: 

5. the current materials used, materials that the student would need to use and 
necessary changes in materials: and 

6. the current response mode for the group (e.g., marking choices, writing shori 
answers, expressing thoughts and feelings), the student s response mode, and 
whether the response modes should be changed. 
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After team members complete the plan, they brainstorm and list options for 
adapting the activity or class to accommodate the needs of the student. After 
brainstorming, team members consider and select options. See Chapter 5: Col- 
laborative Teaming for information on brainstorming. 



Figure 12 



Acnvmr coMPATiBiLmr plan 



X>*«» Um Activity have 
iMtnKttoMl V«1m? 
1. Y« No 
1 \m No 

3. Y« No 

4. Y« No 

5. Ym No 
& Y« No 



OUTCOMES FOr 


I GROUP 

WtVOMXT CAM 




OUTCOMES FO 


R STUDENT.] 
uu/nMcncx ;{ 

DDSOrO CLAM 



















































ARRANGEMENT 



IjJie Group 



SmaJI Groiy • Student Diwciid 



Coopcmive Gtoup ~ 



1:1 tt«Sa«]IGfqupCoWKi 



OOmr. 



TEACHING METHODS 



Veibal Dncfeofu 


cmuiRLT 
oaour 


muiMJir CAii 
wmnmiT wwou 


CMAMOm 


















DlKUMtOO 








Teacber DctDODAtnuoa / Model 
















Dnll MdPnctice 








CompUKr Aided 
























Ttffl* delay 








OilKr 

























MATERIALS 

RmI Imu 


COBMMMTVf 
tJMDOl tVS 


tlVUmi CAM 
MJUfll WMH 


CBAII4W 










Mauattuc Ohpck 
















WorkBoflU/WoikShMU 








Ttxtbpoki 








Audo/Vniiil 
















Paper Kid Peoci] 








TaatHnta 








OtiKT 



























46 

ESTeaPYMABlE 54 



Figure 12 Con't 
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How caa the matrix be translated into a student schedule? 



The team can develop the student's schedule by listing in three columns: 1) each 
activity and the time and day(s), 2) the person responsible for each activity, and 3) 
the fundamental values and priority skill areas which will be addressed during each 
activity. Be sure to include school supported home/family activities on the 
student's schedule. As the school year progresses, the student's schedule should be 
updated to reflect changes in activities, location of activities, persons responsible, 
and outcomes addressed. An accumulation of student schedules as the student 
progresses through school will provide a record of skills taught within specific 
activities and settings. 
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Task 4 Determine Support Tasks 



How can the team manage the accomplishment of tasks 
necessary to support the student's program? 

The Support Task Planning Sheet depicted in Figure 13 may be used to list and 
monitor the accomplishment of tasks which support the achievement of a student's 
goals. These tasks are goals for teachers, administrators, parents, and other stu- 
dents. The tasks can include activities such as assisting the student's family to 
obtain community services, obtaining a consult from a physical therapist, develop- 
ing transition plans, developing a peer buddy system, or establishing a circle of 
friends. The planning sheet provides space for listing tasks, the person(s) respon- 
sible, target dates for initiating and completing the task, and space for comments. 



Figure 13 
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Task 5 Monitor Progress and Evaluate the Availability of Best 
Practices to the Student's Program 



How can the team stmimari^e and monitor the implementation of 
the student's program within specific classes and activities? 



The Class /Activity Summary Form (Figure 1 1) can be used by the team to keep 
track of specific general education outcomes and priority skills which are to be 
taught through each general education class or activity that the student pailicipates 
in during the school day. A copy of the fomi is given to the responsible teacher for 
each activity or class to keep'track of which skills are actually addressed during the 
school week. By adding a scoring system (e.g.. E = excellent. S = satisfactory. U = 
unsatisfactory) the team can also use this form to periodically monitor student 
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progress and to pinpoint potential problem areas that the team will need to address. 
After gathering information from each class or activity, the team can summarize 
overall progress on the Priority Skill Areas - Program SummaTy Form (Figure 14). 




How can the team summarize and monitor progress on priority 
skill areas that were selectedTor instruction? 



Figure 14 

Priority Skill Areas - Program Summary 
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How can the team insure that each team member knows their 
responsibilities for each of the student's major instructional 
activities? 



The Activity /Class Management Plan (Figure 15) can be used to delineate spe- 
cific responsibilities of team members for each of the student's major instructional 
activities. For each activity the team specifies the instructor for the activity, need 
for additional adults during the activity and the person(s) responsible for designing 
the instructional progiam, integrating the student's program into on-going 
classroom or community activities, providing training and follow-up to direct in- 
structional staff, and for individualizing the student's materials. The plan also 
specifies how often consultation and follow-up will be provided for the particular 
class or activity. The team must decide which activities from the student's schedule 
require a management plan. 

When should the team complete Parts II and III of the Best 
Practice Indicator Checklist? 

Part I of the Best Practice Checklist for Individual Students (Figure 8) was com- 
pleted prior to implementing the student's plan. In Part I. the team identified which 
best practices were most important to the student and family. Parts II and III 
should be completed after the student's program has been implemented. The team 
completes Parts II and III by indicating which identified practices could not be 
incorporated into the student's program (Part II) and making recommendations 
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(Part III) for increasing the availability 
of those practices within the school/ 
community. This information should 
be given to the School Planning Team 
for their use in planning for the 
improvement of best practices within 
the school. 



\gure 15 
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If a teaching assistant or volunteer is available, who is responsible for the dally 
supervision? 

Who Is responsible for desJ^^ng the student's instructional programs? 



Who Is responsible for Interlacing the student's program with ongoing 
activities? 

How often ulll instrucUonaJ data be collected? 



Who Is responsible for providing training and follow up to direct instructional stafl? 
How often will training /follow-up occur? 

When will tralnlng/foUow-up occur? 



If Individualized insinictlonal materials are necessaiy . who will develop the student's 
matcrlaJs? 



3 



Task 6 Transition to Next Grade 



/ \ 



When should the team begin the transition process to the next 
grade? 



The Individual Student Planning Team Process should be repeated yearly to aid 
the student in transition from grade to grade. The team should begin planning the 
student's transition to the next grade in the spring (e.g., March or April) of the year 
prior to the transition. Acting as a transition team, the team that currently sup- 
ports the student remains the same but adds teachers from the next grade or new 
school for planning next year's program. For example, if the student were currently 
in fourth grade, her team might consist of herself, her fourth grade teacher, par- 
ents, special education teacher, principal, and a student peer. In March, one or 
more fifth grade teachers would be added to the team to determine fifth grade 
assignment and to develop the student's program within fifth grade settings. In the 
fall, the student would transition to fifth grade, her fifth grade teacher would remain 
on the team and her fourth grade teacher would drop off of the team. The next 
March, sixth grade teachers would be added to the team, and so on. 
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How does the team develop the plan for the following year and 
still support the studenLduring the current year? 

Typically, the student planning team will designate some meetings in the spring 
for developing the student's program for the following year and some meetings to 
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continue to support the student in her current placement. For example, the team 
may continue to meet weekly, but designate every third meeting to developing the 
student's program for the next year. As the end of the current year draws near, 
more time might be allocated to transition meetings if the plan is not complete. The 
goal would be that the student's program, would be completely developed and ready 
to start by the first day of school in the fall. 
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Summary Chart 

Forms for Completing Each Task in the 
Individual Student Planning Team Process 



Establish The Planning Team 

Team Management Plan 

Team Meeting Worksheet 

Team Goals Worksheet 

Team Member Checklist 

Adapting the Student Planning Process 



Identify Fundamental Values, The 
Student's Strengths, Best Practice 
Needs and Skills to be Taught 

Fundamental Values Worksheet 

Skills Areas to be Taught Worksheet 

Best Practice Checklist for Individual Students 

Student Assessment Worksheet 



Complete the Activity Matrix 

Activities Matrix 
Activity Selection Worksheet 
Class/Activity Summary Form 
Activity Compatibility Plan 



^ Determine Support Tasks 

Support Task Planning Sheet 



Monitor Progress and Evaluate 
the Availability of Best Practices 
to the Student's Program 

Class /Activity Summary Fonn 
Priority Skill Areas - Program Summary 
Activity/Class Management Plan 



Transition to Next Grade 

All of the above forms 
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What is a collaborative team? 



A collaborative team is a group of individuals who share common beliefs and work 
towards common goals. Collaborative teams sit in a circle to encourage face to face 
interaction. Collaborative tea^ns are made up of persons with varying areas of exper- 
tise who share group tasks, lesponsibilities and group leadership. Collaborative 
team members use collaborative skills. Team members encourage each other to 
interact and to take part in problem solving and decision making, make decisions by 
consensus, poll each other for understanding of issues or ideas, and criticize ideas 
but do not criticize each other. Collaborative teams set rules for dealing with sensi- 
tive or controversial issues. Collaborative team members observe each other and give 
each other constructive feedback on how they are doing as a team. Collaborative 
teams continue to change and grow as problems are addressed and solved. Collabo- 
rative teams have fun! 



What are collaborative skills? 

Collaborative skills are social skills which help people work cooperatively and 
productively together. One of the most important functions of the team is to use 
collaborative skills to create an atmosphere conducive to building trust, solving 
problems and resolving conflicts. 

How do team members build trust in each other? 

For a team to really become effective, trust mubi be developed among team mem- 
bers. Initially, most teams will experience a lack of trust. Parents may fee' uncom- 
fortable saying what they really feel in front of five or six professionals they do not 
know. Teachers may feel uncomfortable admitting that they do not kno\»?' the answer 
to a problem or that they need help in front of the parent, or the student, or the 
school principal. The classroom teacher and parent may not trust that the adminis- 
tration will follow though on promises. Collaborative teams develop trust over time 
through team members demonstrating that trust is warranted. 

The first step to building trust is for each team member to act trustworthy. Be on 
time to meetings, don t discuss team issues with others outside of team meetings, 
don't talk behind other peoples back, and complete assigned tasks on time. Ideas for 
building trust include: 

* Treat team members with respect. 

* Listen to others (e.g., maintain eye contact with the speaker, give nonverbal signs 
of acceptance and encouragement, probe I'or more information by asking ques- 
tions, paraphrase or summarize what the speaker said to check for understand- 
ings)- 

* Tell other team members something personal about yourself. 

* Be willing to disctjss your feelings openly and honestly. 
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* Offer support and assistance to others (outside of your job responsibilities). 

* Distribute team roles and responsibilities among all team members 
- parents and students can facilitate the group too! 

* Share the blame if team decisions go wrong or if plans are ineffective. 

* Share the recognition and rewards if team decisions are right or plans work 
well. 

* Decide on issues by building consensus rather than by administrative decision 
or voting. 

* Encourage all team members lo take part in planning and decision making. 

* Respect each others ideas. 

* Be critical of idea's and not people. 

* During conflicts practice taking the other person s perspective. 

* Establish team goals and the purpose of the team. 

* Have fun together! 

How do collaborative teams make decisions? 

Collaborative teams make decisions by consensus. That means that every member 
of the team agrees to the decision. There is no voting or majority rules standard on 
collaborative teams. Were teams to vote on a decision, some team members would 
win while other members would lose, violating the very nature of collaboration. 
Coming to consensus on tough issues is not an easy task, but it is a necessary task. 
Knowing that consensus must be reached forces teams to become more creative and 
open to ideas when differences of opinion are voiced. Coming to consensus takes 
more time, but a decision that everyone agrees to is a decision that will be 
implemented. 

How do collaborative teams solve problems? 

There are many problem solving models from which teams can choose. Many teams 
choose to select a formal model for solving problems since these models typically 
provide a good structure for solving problems and help team members generate 
many possible solutions to the problem. Typical problem solving steps include: 

1. recognize that there is a problem, 

2. define the problem, 

3. think of many solutions, 

4. decide what to do, 

5. try a solution, and 

6. evaluate the results. 

Once the problem has been defined, a critical step is to think of many, many 
possible solutions. Often the first solutions generated for problems are the most 
obvious and least likely to work. The twentieth possible solution may be the most 
creative and have the greatest potential for success. A process called •'brainstorm- 
ing" has been used by many teams to generate ideas. 

54 

62 



What is brainstorming? 



In brainstorming, team members are given 2 or 3 minutes of individual think 
time. During think time each team member writes on a piece of scratch paper all of 
the ideas they can think of. Next each member provides one of their ideas per turn 
in a round robin format (e.g., moving clockwise around the table). The recorder 
writes the idea on a flip chart or blackboard so everyone can see each idea as it is 
written. The round robin continues until everyone has all of their ideas written on 
the chart. During round robin team members are encouraged to be creative and 
offer **far out" ideas. Other team members are not allowed to make comments or 
judgements about the ideas presented. There is no discussion or even rewording of 
ideas. Ideas are simply stated and written. When all ideas are exhausted the team 
takes 2 or 3 minutes of quiet wait time to see if any more ideas pop into someone's 
head. Typically during this time several new ideas are generated. Next, team 
members are free to discuss ideas, reword and combine ideas, eliminate ideas or 
create new ideas. After discussion the team selects the best ideas for action. 

How do we deal with controversial issues? 

Collaborative teams are designed to deal with controversy. Collaborative teams 
are not competitive in nature. There are no winners or losers on a collaborative 
team. Decisions are made by consensus. Everyone must agree in order for the 
team to continue to work. The cooperative philosophy of collaborative teams re- 
quires that teams come up with creative, productive and successful solutions to 
problems. This is not to say that there will not be times when team members are at 
odds around a given issue. Team meetings can become very uncomfortable and 
relationships can be hurt if controversy is not handled openly and honestly. Each 
collaborative team must set croup norms for dealing with controversy and should 
follow steps for resolving conljicts as the need arises. Sample nomis include: 

* The context for controversy should be cooperative. 

* The emphasis should not be on who has the best answer, but to make the best 
group decision. 

* Every team member should take an active part in group decisions. Ideas should 
be expressed openly and honestly without defensiveness. 

* Every contribution should be valued, respected and taken seriously. 

* Emphasis should be on viewing the issue under discussion from a variety of 
perspectives. 

* Group members should be critical of ideas, not people. "I appreciate you, I am 
interested in your ideas, but I disagree with your current position" should be 
communicated. 

* Members should not take personally other members' disagreements with and 
rejection of ideas. 

* Members should encourage each other to express emotions during debate. 

* The group should help all members, regardless of status, to speak out confidently. 
Avoid saying what you think your boss wants to hear! 
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What are the steps in negotiating resolutions to conflicts? 

steps in Conflict Resolution (from Johnson and Johnson, 1987) include: 

1. Confront the opposition - express your view of the conflict and your feelings 
about it and at the same time invite the opposition to do the same. Don't hit 
and run. Confront only when there is time to jointly define the conflict and 
schedule a negotiating session. 

2. Jointly define the conflict - define a conflict as a mutual problem to be solved, 
not a win-lose struggle. Do not label, accuse or insult the opposition. 

3. Communicate positions and feelings throughout negotiations. 

4. Take the opponent's perspective - try to understand your opponent's position. 

5. Coordinate motivation to negotiate in good faith - there are costs and gains 
for each party in resolving the conflict. To increase the motivation of another 
group member to negotiate, you need to increase his costs for continuing the 
conflict and reduce his gains. To decrease another person's motivation to 
negotiate, decrease his costs and increase the gains for continuing the conflict. 

6. Reach an agreement - all participants need to be satisfied with the agreement 
and committed to abiding by it. The agreement should specify the joint position 
on the issues being adopted. It should also include provisions for future meet- 
ings to check how well the agreement is working and how cooperation can be 
Improved. 

Is it important for team members to state team goals and 
individual goals? 

Yes! The team must establish common goals among all team members. By 
stating the goals of the group, each team member can clearly understand the pur- 
pose of the team (Why are we here?). Goals are also very important because they 
give the team direction in decision making. For instance, if a staled goal is to 
support the student in her third grade classroom, the team might decide to add 
resources to the classroom during reading activities rather than to remove the child 
to the resource room. Some common team goals for Individual Student Planning 
Teams are: 

* Develop a feeling of shared ownership among school stafi" and parents. 

* Provide support to the student's teachers. 

* Provide support to the student and his/her peers. 

* Develop family support, communication and involvement. 

* Problem solve specific learning or behavior issues for the student. 

* Identify and access necessary school and community resources. 

* Develop long range educational plans for the student. 

* Develop transition plans for movement to the next grade or school or to adult 
services. 
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* Develop, implement and evaluate specific instructional programs. 

* Develop an integrated schedule of activities for the student. 

* Identify staff/parent information andlraining needs. 

* Improve best practices for the student and his/her classmates. 

School Planning Team goals might include some of the following: 

* Improve best pracUces for all students who attend the school. 

* Identify resources that the school can access to provide necessary services to 
students and their families. 

* Develop a school mission statement. 

* Redesign the schools sendee deliver model to include the delivery of special 
education and Chapter I services within regular classes. 

* Improve school and community relationships. 

* Develop community support for school programs. 

Individual team member goals are also veiy important. Each member should 
state one or more personal goals they would like to meet by being a member of the 
team. As team members share their personal goals with each other, the team 
should make a commitment to tiy to help each member attain his or her goals. 
Sample individual team member goals include: 

* Become more assertive at team meetings. 

* Share my feelings as well as my ideas. 

* Bring a positive attitude into each meeting. 

* Really listen to what other people have to share. 

* Take risks with the team (say what I feel and not what I think people want to 
hear). 

* Develop a friendship with one other person on the team. 

* Speak in plain language: no jargon words. 
I * Volunteer more often. 

Do collaborative teams ever have fun? 

Absolutely! Collaborative teams realize that there are two sides to every meet- 
ing. Team meetings should be task oriented. ^Xgendas should be set and moved 
through within time limits. Issues, including those vhich develop conflict between 
group members must be dealt with. However, successful teams are also 
relationship oriented. Teams are made up of people and people need some time to 
relax and have fun. Many teams set aside specific time at the beginning of each 
meeting to celebrate accomplishments. What are we doing really well? What things 
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did Billy do this week that were wonderful? This not only allows team members to 
pat each other on the back, it reaffirms that the team is "working'' and sets a posi- 
tive tone for the remainder of the meeting. 

Many teams meet over food. Some type of refreshment (e.g., cookies, candy, 
fruit, juice, coffee) sets a tone cf friendliness and relaxation. As people share food 
they are also sharing feelings, ideas, responsibilities and work loads. Some teams 
plan for pot luck lunches or dinners several times a year just to celebrate or to 
share some social time together (no work during this time please). Team members 
should spend some time discussing the ways that they would like to make meetings 
more fun. The goal should be that team members look forward to team meetings, 
not dread them. 

Who should be on a collaborative team? 

The membership of a collaborative team depends upon the purpose and goals of 
the team. In this manual we are concerned with two types of teams. School Plan- 
ning Teams and Individual Student Planning Teams, The purpose of the School 
Planning Team is to improve education for all students who attend the school. To 
accomplish this goal, persons who are representative of the school and community 
should be on the team (e.g., school administrators, teachers, other school staff, 
students, families, school board members and other interested community mem- 
bers). Individual Student Planning Teams are formed to provide support to students 
with intensive needs, their teachers and families. Team membership should consist 
of the student, people most involved with the student on a day to day basis (e.g., 
parents, teachers, the principal), and other persons depending on the particular 
needs of the student or family (e.g., physical therapist, guidance counselor, employ- 
ment specialist). 

When and how often should School Planning Teams and 
Individual Student Planning Teams meet? 

School Planning Teams decide for themselves how often they need to meet to 
accomplish the tasks of reviewing best practices, prioritizing best practices for 
improvement, developing action plans, and monitoring progress on plans. As 
described in Chapter 3, Task 3 of the School Planning Process involves the team 
completing the School Planning Process Worksheet The worksheet provides a 
vehicle for the team to identify the tasks to be completed by the team and to set 
task completion timelines and meeting dates. School Planning Teams generally meet 
on a monthly or bimonthly basis for about two hours. Individual Student Planning 
Teams also decide for themselves how often they need to meet to accomplish their 
tasks. They generally meet on a weekly or biweekly basis with the meetings being 
three quarters to one hour in duration. 

How large should teams be? 

The optimal size of a collaborative team is about 5 or 6 persons. With a small 
group each Individual team member has more opportunities to speak and take part 
in problem solving and decision making. However, in actual situations teams tend 
to be larger than the optimal number. School Planning Teams, for example, have 
had anywhere from 10 to 16 team members. Middle school or high school Indi 
vidual Student Planning Teams also tend to be larger due to the number of general 
class teachers a student has (erg-, 6 general educators + the principal, student, 
parents, special educator, guidance counselor = 12 team members). 
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Hour Individual Student Planning Team has 12 members, how can 
we be a collaborative team? 



Figure 1 



c 



Team Management Plan 



3 



Student 



Year 



Core Plmnning Team Member* 



Position 



Extended Planning Team Members 



Poaition 



Info. Backup 



Care Team: 

Day of Week . 
Tunc 



It is extremely difficult to involve ev^en'one from a large team in problem-solving 
and decision-making activities during a 3/4 to 1 hour long weekly meeting. The 
concepts of core team and extended team have been developed to help teams with 
numerous members to be more efficient. 

The core team is a small group of people who are the most involved with the 
student on a day to day basis (e.g., student, parents, 1 or 2 regular educators, 1 
special educator, 1 speech pathologist). The core team generally meets weekly to do 
the majority of the planning for the student. Extended team members are people 
involved with the student who do not need to meet weekly as a team but need to 
meet on a regular basis to discuss issues and to provide support for each other. 
Generally extended teams meet on a monthly or bimonthly basis and individual 
team members meet in between regularly scheduled extended team meetings. 
The use of meeting agendas and backup informational systems are very impor- 
tant for facilitating communica- 
tion among core and extended 
team members. At the end of 
each meeting the team should 
establish an agenda for the next 
meeting and determine which 
extended team members need to 
be present. In this way. ex- 
tended team members can be 
invited to join in on discussion 
and problem solving around 
issues that affect them or in 
which they have particular 
expertise. Extended team 
members can also place items 
on the agenda and in this way 
request to be present at a team 
meeting to have the team deal 
with an issue or problem that 
they have identified. 

The team needs to develop a 
backup information system so 
that extended team members 
can be kept informed about the 
issues the team is addressing 
and team decisions. The 
backup information system 
could be as simple as providing 
extended team members with a 
copy of meeting minutes and 
agendas. A more comprehensive 
system could provide minutes 
and identify core team members 
to discuss the minutes with and 
to get feedback from the ex- 
tended team member to take 
back to the next core team 
meeting. The Team Managemeni 
P!an (Figure 1) can be used to 
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If the student or his/her piirents cannot attend meeunjjs. how will the leain keep 
thorn informed and solicit thnr input? 



Who IS the primary parent com act person?. 



If a icachmg assistant is assmned. who is primarily responsible for sujxTvisin^ the 
.issistant? 

W}io IS pnmarily rrsfxinsible for monitonng the student's: 

physical mana^icment needs? 

t>€haMor mana^iement siratc^jcs? 

social inl eviration strateiiies? 



transitions between aclivitics/classcs? - 
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Identify core and extended team membership and to define how team members will 
work together. 

The Team Management Plan provides a vehicle for the team to address several 
other issues. The identification of a primary parent contact person is essential. It 
takes time for members of collaborative teams to become comfortable with each 
other and the teaming process. It is very important that the student's parents feel 
that there is at least one person on the team that they can talk to freely and com- 
fortably until they become comfortable with the entire team. The plan also allows 
the team to identify the person who is primarily responsible for various components 
of the student's program and the instructional assistant (if there is one). In this 
way. if team members have problems between meetings they know whom to contact 
for assistance. 

How can we keep our Student Planning Team meetings imder an 
hour and still get anything accomplished? 

Individual Student Planning Teams generally meet for one hour or less. Some 
teams meet for as little as 30 minutes. In order to use this small amount of time 
effectively many teams use variations of the Team Meeting Worksheet along with 
team member roles to keep the meetings moving and to improve collaboration. 
Typical team roles include facilitator, timekeeper and recorder. Many teams have 
identified additional team member roles to help their teams work better together. 
Some of the other roles teams use include encourager, jargon buster, and observer. 

All team members must share in and take responsibility for the work and 
leadership of the team. It is very important to rotate team member roles on a 
regular basis to give all team members a chance to share leadership of and respon- 
sibility for the team. A listing of potential team member roles is presented below. It 
should be noted that, although individuals are assigned specific roles, all team 
members are responsible for the smooth running of the team. Any team member 
can help facilitate the agenda, remind the group that time is running out, or en- 
courage silent members to contribute to the conversation. 

Selected Team Member Roles 

Facilitator, The facilitator helps the team to set the agenda and to move smoothly 
through each agenda item. She insures that the team remains task oriented and 
works to promote the team goals. The facilitator seeks information and opinions, 
asks for facts and feelings from each team member, pulls together major ideas and 
suggestions and restates and summarizes major points. The facilitator also helps to 
solve interpersonal problems between group members by promoting open discus- 
sions in order to resolve conflicts and increase group togetherness. 

Recorder. The recorder writes down agenda items and all agreed-upon outcomes of 
the meeting. The recorder should check to insure that there is consensus among 
team members before recording outcomes. The reporter asks for clarifications and 
summarizes group discussions in order to accurately produce meeting minutes. 

Timekeeper. At the beginning of the meeting the team should establish the agenda 
and set a time limit for each agenda item. The timekeeper keeps track of the time 
spent on each of the teams agenda items. She signals the group shortly before time 
is up on each item, and when it is time to shift from discussion of agenda items to 
the assignment of individual and group tasks and the building of the agenda for the 
next meeting. 

Encourager* The encourager warmly encourages everyone to participate, giving 
recognition for contributions, demonstrating acceptance and openness to iht ideas 



of others. The encourager is friendly 
and responsive to team members. 

Jargon Buster. The jargon buster 
reminds team members when they 
are using words that are not com- 
monly understood by everyone. 
Thiis is often a fun job. Some teams 
give the jargon buster a' noise maker 
which she blows whenever a jargon 
term is used. 

Observer. The observer observes 
the team in action and gives feed- 
back to team members on how well 
they did in their assigned roles and 
on good teaming behavior. The 
observer should use a feedback 
form, such as the one in Figure 2, to 
structure the observations. To use 
the form the team identil'ies skills on 
which they want feedback (e.g., 
active listening, summarizing and 
paraphrasing, c "ouraging others to 
participate). Th^ names of team 
men^'^ers are listed across the top of 
the form. Skills are listed down the 
left side of the form. The observer 
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makes a tally mark each time a team 
member demonstrates a skill and at the 
end of the meeting reports the fre- 
quency of use of each skill. Individual 
team members can also identity skills 
that they would like to improve during 
meetings. For example, if one team 
member Is having problems interrupt- 
ing others during group discussions, 
he might ask the observer to count the 
number of times that he interrupts 
others. 

Collaborative teams have used the 
Team Meeting Worksheet. (Figure 3) as 
an effective tool for increasing team 
productivity. The Team Meeting 
Worksheet provides the team with a 
format for keepmg track of who is at 
each meeting and who is absent. 
InlbnnaLion backups are also identi- 
fied for each absent member to make 
sure that they are kept up to date on 
team activities and decisions. The 
worksheet is also used to identify 
team member roles-for this meeting 
and for the next meeting. 

The next section of the worksheet 
is the agenda for this meeting. Items 
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identified at the last meeting can be listed here along with additional agenda items 
identified by team members between meetings or at the current meeting. At the 
beginning of the meeting the team assigns each agenda item a time limit. The time 
limit is an estimate of the amount of time it will take to cover the item. Once all 
items have been assigned time limits, they are prioritized in the order they will be 
addressed during the meeting. Those items not addressed by the end of the meet- 
ing can be added to the next meeting agenda. 

In the example in Figure 3 one agenda item (celebrate) has been listed. Many 
teams have routinely added this item to each agenda to insure that there is time for 
team members to talk about the good things that are resulting from the team's 
work. "Celebrate" as the first agenda item also sets a positive tone for each meeting. 
Following the agenda is a space for the recorder to keep minutes of the teams 
discussions and decisions. Finally, there is space lo assign tasks to team members 
to be completed outside of team meetings. For example, a task might be to identify 
a peer for the student to tutor. The regular education teacher and the guidance 
counselor might be responsible for accomplishing the task by the next meeting. 

Our School Planning Team has 22 members, how can we be a 
collaborative team? 

School Planning Team meetings generally last about two hours. This gives teams 
more time to do some "creative" teaming which allows them to partially overcome 
the problems associated with large team membership. Most of the collaborative 
teaming strategies used by individual student planning teams wUl work with school 
planning teams (e.g.. assigning roles, using Team Meeting Worksheets, developing 
backup information systems, using agendas). However, different sti^ategies are 
needed for breaking the team into smaller groups and developing a team manage- 
ment plan. 

It is not appropriate to limit the size of the School Planning Team. The school is 
a community venture and must be open to all who wish to be involved. However, 
the large team can be broken into smaller teams of 5 or 6 persons to discuss an 
issue, to brainstorm ideas, to develop a product, or to complete a specific task. At 
the end of the small group work, one person in each group may then report back to 
the entire team. Once all of the small groups have reported, the larger team can 
then incorporate the work of each small group into a single large group product or 
decision. 

How are we doing? 

There are many ways that teams can determine whether or not they are doing a 
good job of being a team. As mentioned earlier, having a good system of observing 
and giving each other feedback is an excellent way for teams to self-monitor. How- 
ever, some team members may feel uncomfortable being observed, observing others, 
and giving and receiving feedback. These are skills that need to be learned. If your 
team has access to someone that has experience in collaborative teaming and in 
doing observations and giving feedback, they should be used to teach your team 
these skills. 

Teams that do not feel comfortable with observations can still self -monitor their 
team behavior by using a team member checklist that each person completes 
individually. There are many such checklists available. A sample checklist is 
depicted in Figure 4, Each team should spend a little time selecting, revising or 
developing their own checklist. After team members have individually completed 
the checklist, the team should-spend time discussing how individual members and 
the team as a whole is functioning. Regardless of which process the team selects to 
monitor its teaming behaviors, the team should periodically process how they are 
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Team Member Checklist 



doing. This simply means that the team should take some time to discuss how each 
member is feeling about being a member of the team. What is working well and 

what isn't? What can be done to make each 

Figure 4 ^ other feel more comfortable? Some teams 

process at the end of each meeting while others 
set-aside time only when problems between 
team members arise. How and how often your 
team self assesses and processes is one of many 
decisions your team will need to make. 

□ lamiTiBuiedmyidias. 

G I encouraged oifUrs ioconirihuie tfieir ideas. 

G / Qsuntd to and e:(presjed supper f end autptanu of 
oUUr's ideas. 
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G f offered rty personal and professional resources to 
support t/tc team. 

G I askfd for clarificAiioK and fulpudun needed. 

G I (ulped if>€ group k^p wo^ng. 

G / maintaituda sense of fuunor. 

G / recordtd group and individual tasks . 

G I enjoyed myseCf. 



My Personal Goals 



G. 
G. 
G. 
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Appendix A 
Forms for Completing the 



Schoolwide Planning 
Team Process 
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^ School Planning Team Management Plan 

School Year 

School Planning Team Members (name/address/phone number) 

Administrators: 

School Board Mem bers: 

School Staff: . . 



Students: 
Parents: 



Other Community Members: 



When and where will the School Planning Team meet? 



Day of Week 

Time: from to 

Location 



Will Team members require child care in order to attend meetings? Tes □ No □ 

If yes, how will the issue of childcare be addressed by the team? 



How wUl the Team keep others informed and solicit input throughout the 
planning process? 

School Staff 

Students 

Parents 

Community Members ZI 

School Board 



ERIC 
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School Planning Team Rfeeting Worksheet 



School Date 



Team Members Present 



Team Members Absent Information Backup 



Roles For This Meeting For Next Meeting 

Facilitator 

Recorder 

Timekeeper 

Encourager 



Agenda for This Meeting Time Limit 

1. 

2. 

3. 

4. 



Agenda for the Next Meeting Next Meeting Date 

1. 



3. 



ERIC 







Person(8) 


Completed 


Minutes 


Task 


Responsible 


By (Date) 


/ 

















Team 



Date 



— 


Team Goals 


— ^ 









Wfiy are. rue meeting? ^Wftat do xve fiope to accompCisfi as a teamr 
"What is the focus of our pCanningF 




li^y am Fa member of this team? *li^hat do I hope to accompGsh as a team memBer? 9{ow can I 
improve myseCf through this e^erience? ^i^t can I offer to the team? 
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Team Member Checklist 



Name Date. 



I contriSutedmyideas. 

□ / encouraged others to contriBute their ideas, 

□ / Cistened to and e?(pressed support and acceptance of 

other's ideas. 

□ I eTqpressedmyfeeCings, 

□ / offered my personaC and prof essionaC resources to 

support the team. 

□ / asf^edfor ctarification and help when needed. 

□ / helped the group k^ep working. 

□ / maintained a sense of humor. 

□ / recorded group and individual tasks. 

□ I enjoyed myseCf. 



My Personal Goals 



□ 
□ 
□ 
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TaUoring the ScfLCoCTCanning Ttam Process - l^asks ^Be Completed 
School Date 



Task 


How wiU the task 
be addressed? 


When? 
By whom? 


Date of next 
meeting 


Establish the School Planning Team 
wnicn represenLS au consuLuenis oi 
the schooL 








Review the most current Best 
Pactice Guidelines. 






/ 


Tailor the School Planning Process 
to meet the needs of the school 








Gather and summarize information on 
the level of agreement and need for 
improvement of best practices from 
school administrators, staff, and 
students, parents, and community 
members. 








Incorporate information from 
Individual Student Planjiing 
Teams into the selection process. 








Select and prioritize best practices 
to be Improved. 









ERIC 



78 



Task 


How wiU the task 
be addressed? 


When? 
By whom? 


Date of next 
meeting 


Gain approval of selected best 
practices from school staff, 
administrators, students, 
parents and commimity 
members prior to beginning 
the next task. 








Develop action plans. 








Gain approval of action plans 
from school staff, administrators, 
students, parents and community 
members prior to beginning the 
next task. 








Develop systems change, 
policy /procedure change and 
inscrvicc iiauiing summary 
worksheets. 








Coordinate the Imnlementation 
of action plans and worksheets. 






• 


Assess progress on action plans 
and select additional best 
pracuces lor improvement. 


• 
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Best Practice Guidelines for Meeting the Needs 
of All Students in Local Schools 



Survey 




Goals for educating all children in Vermont schools include: ^ y 

Goal 1: Vermonters will see to it that every child becomes a competent, caring, productive, 

responsible individual and citizen who is committed to continued learning throughout life; 

Goal 2: Vermonters will restructure their schools to support very high performance for all 



Goal 3: Vermont will attract, support and develop the most effective teachers and school leaders 
in the nation; and 

Goal 4: Vermont parents, educators, students and other citizens will create powerful partnerships 
to support teaching and learning in every community (Vermont Department of Education, 



The best practices are intended to assist schools to meet Vemiont's educational goals by 
developing educational services which will prepare all students for adult life within their commu- 
nity. This survey is intended to allow vou to express vour opinions to help guide your school in the 
development and delivery of best practices to all students who attend your school. For each best 
practice you will be asked: 



if you agree with the best practice 
(I Agree, I Disagree, or I'm Undecided); 

the need for improving the best practice in your school 
(High Need, Medium Need, Low Need, Don't Know); 

to check those best practices that you feel are a priority for 

improvement in your school. 



Your thoughtful responses to each best practice will greatly assist your School Pianning 
Team to identify the current strengths of your school program as well as needed improvements in 
specific areas. You responses will help to provide for the continued development of quality educa- 
tion within your school. 

This survey should take less than 30 minutes to complete. Thank you ^or your help. 
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ffBest Practice Survey Summary Chart 

School Date 



Number of People Who Answered the Best Practice Survey by Title 

Principal 

Special education administrator 

General education teachers 

Special education teachers 

Non-core teachers (music, art) 

Related service providers 

Support staff 

Students 

Parents 

Community members 

Other 

Total Number of People 



Instructions 

The Best Practice Survey Summary Chart allows for the summarizing of the 
following information from the Best Practice Survey. 

1. The percentage of persons who agree with» disagree with» or are undecided 
about each best practice addressed within the survey. 

2. The percentage of persons who feel the level of need for improvement for each 
best practice is either high» medium, low or are undecided about the level of 
need for improvement. 

3. The number of persons who indicated each best practice was a priority for 
improvement by checking the box-next to the practice on the best practice 
survey. 
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(Best (Practice Survey Summary Chart 



Level of Agreement 
with Practice 



SCHOOL CLIMATE AND STRUCTURE 

1. The school's philosophy statement and objectives 
should be developed by administrators, staff, stu- 
dents, parents, school board members and other 
community members and should reflect the school's 
commitment to meeting the individual needs of all 
students in age-appropriate integrated school and 
community settings. 

2. The school's climate should be established by admin- 
istrators, staff, students, parents school board mem- 
bers and other community members and should 
promote respect for individual differences among 
students, encourage the development of positive self- 
esteem, establish high achievement expectations for all 
students, and encourage the development of caring 
personal relationships among students and staff. 

3. The school's code of conduct for students and staff 
should be established by administrators, staff, stu- 
dents, parents, school board members and other 
community members and should emphasize positive 
behavior, be applied in a consistent, fair manner, and 
take into accotmt the unique needs of individual 
students. 

4. The school should provide ample opportunities for 
students, staff, parents, administrators, school board 
members and other community members to be 
recognized for their accomplishments, including 
helping others. 

5. The general roles and responsibilities of all school staff 
(including contracted staff such as an occupational 
therapist or psychologist) relative to providing 
instruction and support to all students should be 
clearly delineated by administrators, staff, students, 
parents, school board members and other community 
members. 

6. The school's professional development process should 
be developed by administrators, staff, students, 
parents, school board members and other community 
members and should include inservice training, 
regularly scheduled observations with feedback, 
technical assistance, peer coaching, and mentoring. 

7. The school's instructional support system (e.g., 
classroom-based model for delivering support serv- 
ices, teacher assistance team, individual student 
planning teams, special education pre-referral process, 
volunteer system) should be developed by administra- 
tors, staff, students, parents, school board members 
and other community members and should be avail- 
able to all students and staff. 



% Agree 
% Disagree 
Undecided 



% Agree 
% Disagree 
% Undecided 



Yo Agree 
Yo Disagree 
7o Undecided 



7c Agree 
7c Disagree 
7c Undecided 



7c Agree 
7c Disagree 
7c Undecided 



% Agree 
% Disagree 
% Undecided 



% Agree 
% Disagree 
% Undecided 



Level of Need for 
Improvement in Our 
School 



# of Priority 
Checks 



%High 
% Medium 
% Low 
% Undedded 



% High 
% Medium 
% Low 
% Undecided 



% High 
% Medium 
% Low 
% Undedded 



% High 
% Medium 
% Low 
% Undedded 



% High 
% Medium 
% Low 
% Undedded 



%High 
% Medium 
% Low 
% Undedded 



% High 
% Medium 
% Low 
% Undedded 



□ 



□ 



□ 



□ 



□ 



□ 



□ 
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^est {Practice Survey Summary Cdart 



Level of Agreement 
with Practice 



COLLABORATIVE PLANNING 

8. The schcx)! should provide opportunities for school 
staff, students, family members, and commimity 
members to become proficient at functioning in a 
collaborative maimer (i.e., share responsibility and 
resources, make decisions by consensus, use a struc- 
tured meeting agenda format, rotate team roles of 
facilitator, timekeeper and recorder). 

9. The school should provide time during school hours 
for instructional support teams (e.g., individual 
student planning teams, teacher assistance teams, 
te-iching teams) to meet and for individual team 
members to monitor services, and to provide timely 
consultatk>ri, support and technical assistance to 
^milies and staff. 

10. For students with intensive needs in basic skill and / or 
social skill area^ or who are challenged by their gifts 
and talents, individual student planning teams should 
be convened v/hich are responsible for the develop- 
ment and implementation of all aspects of the 
student's educational program (e.g., student goals, 
student schedules, procedures to address learning/ 
behavior /management issues, transition plans, 
strategies to support the student and his/her teachers 
and family). 

11. Individual student planning teams should consist of 
the student, family members, the student's general 
class teacher(s) and other appropriate persons based 
upon the student's needs (e.g., principal. Chapter I 
teacher, music teacher, physical therapist, one or two 
of the student's peers, teaching assistant, special 
educator, social worker, representatives of community 
agencies, family advocates). 

12. The role of each individual student planning team 
member, including related service providers and other 
consultants, should be specified by the team and 
should be supportive of the educational needs of the 
student. 

SOCIAL RESPONSIBILITY 

13. The school should facilitate the development of social 
responsibility and self-reliance by promoting student 
participation in volunteer organizations and activities 
(e.g., community service activities, peer tutoring/ 
mentoring activities, student government, participa- 
tion in decision making about important school or 
community issues). 



% Agree 
% Disagree 
% Undecided 



% Agree 
% Disagree 
% Undecided 



% Agree 
% Disagree 
% Undecided 



% Agree 
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Level of Agreement 
with Practice 



Level of Need for 
Improvement in Our 
School 



14. The school's curriculum should provide structured 
opportunities for students to learn about and appreci- 
ate individual differences among people. 

15. The school's curriculum should provide structured 
opportunities for students to develop appropriate 
social skills (e.g., making friends, cooperating with 
others, sharing, listening, avoiding fighting) which 
include frequent practice during school, home and 
community activities. 

16. The school should provide opportunities for all 
students to participate in age-appropriate school 
sponsored extra-curricular activities (e.g., field trips, 
sports teams, clubs, dances, assemblies, student 
government). 

17. For students with intensive needs in the social skill 
area, a program for increasing social skills should be 
developed which includes: a) assessment of current 
skills in identified home, school and community 
settings; b) identification of adaptations and support 
needed to function in those settings; c) procedures for 
working with school staff and families to incorporate 
social skill training and /or practice into school and 
family routines. 

CURRICULUM PLANNING 

18. The school's curricula should be developed by teach- 
ers/staff, students, parents, administrators, and 
community members and should identify age-appro- 
priate content (e.g., reading, math, history, social/ 
emotional, arts, health) and process oriented (problem 
solving and collaboration skills, study skills) goals and 
^>bjectives which promote meaningful participation in 
age-c.ppropriate activities in home, recreational, 
educational, work and other aspects of community 
life, set a high standard of excellence and address the 
needs of all students. 

19. A variety of age-appropriate non-school instructional 
settings (e.g., daycare settings, the student's home, 
local stores, and job sites) should be available to 
students and matched to individual needs for learning 
new skills or for generalizing skills to new settings. 

20. The process for identifying curriculum content for an 
individual student with intensive needs in basic skill 
and /or social areas should include an analysis of the 
student's skills and interests and of the age-appropri- 
ate activities, skills and adaptations needed for the 
student to function in specific home, school, work, 
recreation and other community settings. 
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21 . Objectives for students with intensive needs in basic 
skill and /or social areas should specify criteria which 
include performance in the student's home, school 
and other age-appropriate community settings. 

22. Students with intensive needs in basic skill and /or 
social areas should have paid woik experiences in 
integrated community settings prior to leaving school. 

23. The system for monitoring the progress of students 
with intensive needs in basic skill and /or social areas 
should include: a) indications of level of indepen- 
dence on identified skills/activities; b) indications of 
environments in which those skills/ activities have 
been dempnstrated; c) an annual summary; and d) 
post school follow ups for purposes of program 
improvement. 

DELIVERY OF INSTRUCTIONAL SUPPORT SERVICES 

24. Instructional support services and staff (e.g.. Chapter 
I, special education, speech and language, guidance, 
peer tutoring) should be incorporated into ongoing 
{^hool and community activities. 

25. The decision to pull any student out of ongoing school 
or community activities to receive support services 
should be a team decision based upon documentation 
that the student's needs could not be achieved 
through the use of supplementary aides and services 
in the classroom. This decision should not be mtde 
based upon staff preferences. 

26. For students with needs (e.g., counseling, community- 
based training, medical) which cannot be met through 
ongoing activities, pull out should be scheduled 
during activities which the team determines to be 
lowest priority for the student. 

27. The delivery of instructional support services (e.g., 
consultation, training, technical assistance, coopera- 
tive planning with support staff, team teaching with 
support staff, support staff delivering direct services 
in the classroom, release time for planning, access to 
instructional support teams) shoiild include support 
to teachers, teaching assistants, volunteers, and other 
direct instructional staff. 

INDIVIDUALIZED INSTRUCTION 

28. The school should provide all students with opportu- 
nities to set personal goals and to plan, with parents 
and teachers, how their goals will be addressed 
during the school year. 
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Level of Need for 
Improvement in Our 
School 
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Level of Agreement 
with Practice 



Level of Need for 
Improvement in Our 
School 



29. The school should provide opportunities for all staff to 
become proficient at previewing instructional activi- 
ties, giving clear written and verbal directions, check- 
ing for student understanding and giving students 
constructive feedback and positive reirtforcement. 

30. The school should provide opportunities for all staff to 
become proficient in using a variety of instructional 
methods (e.g., cooperative learning, whole language, 
peer tutoring, drill and practice, incidental teaching, 
computer-assisted instruction), matching methods to 
individual studant needs, and incorporating methods 
into ongoing activities. 

31. A variety of instructional groupings (e.g., small group, 
large group, multi-aged groups, cooperative group, 
individual instruction) should be available to all 
students and matched to individual student needs. 

32. A variety of instructors (e.g., teachers, teacher assis- 
tants, same-age peer tutors, cross-age peer tutors, peer 
mentors, volunteers) should be available to students 
and matched to individual student needs. 

33. The school should provide opportunities for all staff to 
become proficient at using a variety of instructional 
materials (e.g., real items, photographs, drawings, 
work sheets, textbooks, audio visuals), at matching 
materials to individual student needs, and incorporat- 
ing materials into ongoing activities. 

34. The school should provide opportunities for all staff to 
become proficient at teaching several different goals 
from the same curriculum area through a single group 
activity (e.g., during a group math activity some 
students may be learning addition while others are 
learning counting or one-to-one correspondence). 

35. The school should provide opportunities for all staff to 
become proficient at teaching goals from different 
curriculum areas through a single group activity (e.g., 
during a group social studies activity some students 
may have a primary goal of learning the social studies 
content while others have primary goals of learning 
language, communication, or social skills). 

36. The school should provide opportunities for all staff 
and students to become proficient at identifying a 
variety of ways students can acquire or demonstrate 
skills/knowledge (e.g., signing, writing, typing, 
gesturing, oral tests or reports, art displays, taped 
presentations), matching them to individual student 
needs, and incorporating them into ongoing activities. 
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Level of Agreement 
with Piactice 



37. For each lesson currently being taught, there should 
be 5. written instructional program or lesson plan 
which is available to all direct instructional staff. 



38. Student progresr, should be monitored and analyzed 
on a regularly S4:b^duled basis. 



39. Decisions to modify instructional groupings, methods 
or materials should be based upon measures of 
student progress. 



40. A current schedule of daily sttKdent activities which 
describes what is being done, when, and with whom, 
should be available and readily accessible. 

TRANSITION PLANNING 

41. There should be procedures for feicilitating the smooth 
transition of all students from one educational setting 
to another, and from school to post-school life. 

42. A written plan for transitioning each student with 
intensive needs, including students who are gifted, 
from one educational setting to another should be 
developed and implemented in advance of the move 
(e.g., 6 to 9 months). 

43. For high school aged students with intensive needs, a 
written graduation plan for transition to post school 
life (e.g., employment, education, recreation, residen- 
tial) should be developed and implemented well in 
advance of the transition (e.g., at age fourteen) and 
reviev/ed annually. 

FAMILY-SCHOOL COLLABORATION 

44. The school should provide fa.-nilies with the freedom 
to visit the school and to commtmicate regularly with 
school staff on topics important to both the family and 
the school. 

45. There should be information available to families 
which will assist them to access informal support 
networks and connect with community resources (e.g., 
daycare programs, recreation programs, counseling, 
respite care, vocational rehabilitation- mental health) 

46. The school should provide families with opportunities 
for consultation, training and follow-up from school 
staff to maximize their children's development in 
home and other community settings. 
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Level of Agreement 
with Practice 



47. 



48. 



49. 



Families should be included in advisory, decision- 
making, and advocacy activities of the school (e.g., 
advisory committees, curriculum committees, devel- 
opment of the school philosophy and climate, school 
planning teams, staff development committees). 

Families should be included in the decision-making 
process to determine the high priority educational 
needs of their children, and how and where (school, 
home, or community settings) their children will be 
taught. 

Instructional plarming should include procedures for 
assisting families to incorporate instruction and /or 
practice of skills into ongoing home and community 
activities. 



PLANNING FOR CONTINUED BEST PRACTICE 
IMPROVEMENT 

50. A plan for improving best practice-based servic:;s 
within the school should be developed every three to 
five years by a school planning team consisting of 
administrators, staff, students, parents, school board 
members and other community members. 

51. The school's plan should include: a) a review of the 
school's goals and the extent to which goals and best 
educational practices are achieved; b) an examination 
of services offered by the school and how they relate 
to student, family, and community needs; c) follow- 
up measures of students' performance in the next 
schf^ol setting or post school settings; and d) activities 
an^i timelines for improving best practices. 

52. The school planning team should meet periodically to 
monitor progress on implementing the school's plan 
and to make necessary adjustments in activities and 
timelines for achieving the plan. 



53. The school's plan and subsequent reports of progress 
in implementing the plan should be disseminated to 
parents, school district staff and community mem- 
bers. 

54. There should be a periodic evaluation of the planning 
process by school staff, students, parents, community 
members and persons from outside of the school (e,g,. 
staff from other schools, colleges and universities, 
state and local government). 
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fit Practice Selection 
Worksheet 



School - Date 



Instructions 



The first step in completing the Best Practice Selection Worksheet is to identify 
practices to be considered for improvement* At least 10 practices should be 
iiiiiiary identifaed. As each practice is identified the small box on the worksheet 
locatet I in the column titled Select should be checked. 

. 1. C&iegorize the Possible Changes Needed: Circle P if policy changes are 
needed to improve the practice's availability. Circle S if service delivery system 
changes are needed for improvement (e.g., reallocating teacher time, changing job 
roles, hiring additional staff, arranging team meeting time during school hours, 
initiating a community-based training program). Circle T if training is needed to 
develop or implement the changes. 

2. Determine Priority Ranking: Based upon the information gathered through 
the surveys and the estimation of the types of changes needed, each practice 
should be ranked from the most important practice to target for improvement (1= 
highest ranking) to the least important. If several practices carry equal impor- 
tance, they may be assigned the same-ranking. It is recommended that at least 10 
statements be ranked. 
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Area 



Best Practice Statement: 



Changes in Service Delivery 
(Ssrstems Cbange) 


Changes in Policies or Procedures 
(Policy Change) 


Training Needs 
(Staff, Students. Community) 









izo 



C Systems Change Summary Sheet 



« School. 



Date. 



Proposed 

Systems 

Change 



Best 

Practices 

Impacted 



Steps to 

Initiate 

Change 



Person(s) 
Responsible 



Projected 

Completion 

Date 
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(( Policy Change Summary Sheet j ) 



School Date 



Proposed 

Policy/Procedure 

Change 


Beat 

Practlcea 
Impacted 


Steps to 

Initiate 

Change 


Person(a) ( 
Responsible ] 


Projected 

Completion 

Date 




• 









(( Training Activities vSummarv Sheet ^ 



School Date 



Training 
Objective 


Best 

Practices 
Impacted 


Audience 
and 

Trainers 


' Time 
Location 
Fonnat 


] 

Expected i 
Outcomes 1 


Projected 

Completion 

Date 















ERIC 



Appendix B 
Forms for Completing the 



Individual Student 
Planning Team Process 



U4 



^ Team Management Plan 

student Year — 

Core Planning Team Members Position 



3 



I 

Extended Planning Team Members Position Info. Backup 



When will the the Team meet during the school year? 

Core Team: Extended Team: 

Day of Week Day of Week 

Time Ttaie 



Weekly 0 Weekly □ 

Every Other Week □ Every Other Week □ 

Other Monthly □ 

Other 



If additional meetings (core or extended) are needed who will be responsible for ar- 
ranging them? 

If the student or his/her parents cannot attend meetings, how will the team keep 
theiii informed and solicit their input? 



Who is the primary parent contact person?. 



If a teaching assistant is assigned, who is primarily responsible for supervising the 
assistant? 

Who is primarily responsible for monitoring the student's: 



physical management needs? 

behavior management strategies?, 
social integration strategies?. 



transitions between activities/classes? 

ErJc lc5 



student 



Date 



Team Members Present 



Team Members Absent Information Backup 



Roles; For This Meeting For Next Meeting 

Facilitator 

Recorder 

Timekeeper ^^^^ 

Encourager 

Agenda for This Meeting Time Limit 

1. 

2. 

3. 

4. 

5. 



Agenda for the Next Meeting Next Meeting Date 

1. 



2. 
3. 



4 1 r> 







Person(s) 


Completed 


Minutes 


Task 


Responsible 


By (Date) 
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Team 



Date 



Team Goals 



'Why an wc meeting? "Wfiat do xvc fiope to auompiisfi as a team? 
'Wfiat is thcfoais of ourpCanning? 



My 



Goals 



91% am I a memSer of tfiis team? 'What do I hope to accompCish as a team numSer? tKozv can I 
improve myseCf through this e7(perience? 'What can I offer to the team? 
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Team Member Checklist 



Name Date_ 



□ I cantriSutedmy ideas. 

□ / enccuToged others to contribute their ideas. 

□ / Cistenedto and e^ressed support and acceptance of 

other's ideas. 

□ I ep(pressedtiuffee[in£s. 

□ I offered nvy personal and prof essionaC resources to 

support the team. 

□ / asks-dfor cCarification cmdheCp when needed. 

□ / helped the group l^ep TVorlqng. 

□ / maintained a sense of humor. 

□ / recorded group and individuat tas((:§. 

□ I enjoyed myseCf 



My Personal Goals 



□ 
□ 
□ 



(Adapting the Student Planning Process) 

✓ Tasks to be completed. Cross out Jasks which the team will not 
complete. List additional tasks the team wlU complete. 

Task 1 Establish the Planning Team 

a. Student Assigned to Age-appropriate Classes C 

b. Identify Team Membership □ 

c. Facilitation of Family Participation on the Student's Team □ 

d. Development of Teaming Procedures □ 



Task 2 Identify Fundamental Values, the Student's Strengths, 
Best Practice Needs and Skills to be Taught 

Identify Fundamental Values □ 

Identify Students Strengths and Educational Needs □ 

Identify Skill Areas to Be Taught □ 

Identify Best Practice Needs □ 



Task 3 Complete the Activity Matrix □ 



Task 4 Determine Support Tasks □ 



Task 5 Monitor Progress and Evaluate the Availability of 
Best Practices to the Student's Program 

Monitor Progress □ 

Evaluate Best Practice Availability □ 



Task 6 Transition to Next Grade □ 



ERIC 



130 



( Fundamental Values J 



Student Date , 

"Eacfi of the vaCut areas UsttdBtUnu sfumCdSe an inugralpart of every student's educationat eTcperitnce, 
"We ZiMatUmpt to insure tftat the seCectedvaCm areas are incorporaudinto every activity and 
eKperienu that the student engages in as a part of his educationai program. 

Select (/) Up to Three Value Areas Which are of Particular Importance to This Student: 



Academics |^ 



Cctnmtnu: 



Social Acceptance/Friendships Hi 



Comments: 



Health/Safety Ci 



Comments: 



Self Concept/Self Esteem 



Comments: 



Choice Making |^ 



Comments: 



Self Control/Self Management d 



Comments: 



Inclusion in Integrated Activities 



Comments: 



Other (Specify): 



ERIC 



( student Assessment Worksheet 



student Date 

Areas To Be Person(s) To Be 
Assessed Responsible Completed By 



Review of Records 








Interviews (specify instrument) 
Parents - 






. — 


Current Teachers (list persons and instruments) 
1. 

2. 

3. 








Past Teachers (list persons £ind specify instruments) 
1. 

2. 

3. 








Others (Ust persons and specify instruments) 
1. 

2. 








Observational Assessments 

Elicited (list specific instruments) 

1. 

2. 

3. 

4. 

5. 








Non-eUcited 

Classroom 0 
Cafeteria 0 
Playground 0 
Home 0 
Other (list) 
1. 

2. 








Training-Based Assessments (describe): 
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( Skill Areas To Be Taught ~^ 



Student 

Completed by 

Next Major Transition(s)_ 



Date. 



Basic Communication 



show preferences, indicate more, indicate rejection/protest, indicate 
wants/ needs, initiate socially, respond to social intitations, participate in 
turn taking, make choices othen 



Language 



follow directions, receptive vocabulary, expressive vocabulary, length of 
utterance, articulation, categories, relational concepts, temporal 
relations, opposites othen 

Social Relationships/Self Management 

y 

prosodal skills (e.g., participation, know feelings, offer assistance, 
salutations, questioning, praise, cooperative, work/ study habits, deai with 
anger, use self control, follow rules, avoid trouble, say no, make a decision, 
solve problems), relate information, quality of communication, eye 
contact, facial expressions, posture, interpersonal distance, physical 
appearance, hygiene, physical contact, social anonymity, family life, follow 
personal schedule, create schedule othen 

^ 

Motor 



^Priority 
(Domain 

□ 



^Priority 
^Domain 

□ 



(Priority 
(Domain 



□ 



oral motor, posture/position, prehension, pointing, manipulation, 
mobility othen 



Reading 



survival words, signs or labels, schedules, maps, listings, illustrated 
advertisements, instructions, forms, books, word attack skills, formal 
reading programs other: 



Writing 



hold pencil, color, trace, copy, write single letters, write numbers, 
write words, write thoughts, write paragraphs, v^ite stories, book 
reports, research reports othen 



(Priority 
(Domain 

□ 



(Priority 
'Domain 

□ 



(Priority 
'Domain 



□ 
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C Skill Areas To Be Taught ~) 



Math 



one/ many, one-toone-correspondence, equivalence, more or less, count 
objects, count by rote, identify/label numerals, order numerals, count by 
multiples, tell time, money, add, subtract, multiply, divide, formal math 
programs othen 



Vrwrity 
^Domain 

□ 



Personal Care 



eat, toilet, take off clothes, put on clothes, select clothing, store clothing 
after use, wash hands and face, bathe, shower, wash hair, blow dry hair, 
comb hair, use barber /beauty shop, shave face /legs /underarms, menstrual 
care othen 



Priority 
domain 



□ 



Safety 



respond to emergencies, community orientation, community 
mobility, playground safety, poisons, strangers, lost other: 



fPriority 
'Domain 

□ 



Dining/Food 



plan meals, prepare meals, set and clear table, wash and dry dishes, fast 
food restaurant, sit down restaurant, cafeteria, bag lunch, vending 
machines, snack shop, street vender othen 



^Priority 
domain 



□ 



Clothing Care 



automatic washing machine, coin operated machine, hand wash clothing, 
automatic clothes dryer, coin operated dryer, line drv, fold clothing, iron 
V^clothing, store clothing, dry clean other: 



Home Care 



(Priority 
(Domain 



Straighten rooms, dust rooms, sweep /mop floors, vacuum, wet mop, wash 
windows, clean bathroom, clean kitchen, wash windows, take out trash, 
recycle, make bed, change linens, water, mow lawns, rake, 
shovel snow othen 



□ 



(Priority 
(Domain 

□ 
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( Skill Areas To Be Taught ) 



Money Management 



budget, pay bills by mail, pay bills in person, checking account, savings 
account, cash card othen 



Triority 
(Domain 

□ 



School Inclusion 



(Priority 
domain 



teacher directed small groups, teacher directed large groups, student 
directed small groups, cooperative groups, independent work, peer 
tutoring, computer use, cafeteria use, library use, free time/recess, 
extra-curricular activities, school jobs, school mobility 
othen 



□ 



Vocational 



apply for work, regular work routine, payday work routine, specific jobs 
other. 



(Priority 
'Domain 



□ 



Recreation 



exercise, games, crafts and hobbies, sports, events (dance, community 
events), spectator activities (play, sports), communication activities 
(phones friends, hanging out), mini day trips (park, mall, zoo) 
othen 



(Priority 
(Domain 



□ 
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ll^teniative Activities 
1 Listed by Number 


REGULAR 
EDUCATION 
ACTIVITIES 


Length of Time for 
Activity 


1 Fundamental Values 11 


1 Oeneral Ed. Content 1 


1 PiirHrnlnm Adantatlons 1 
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[ Activity Selection Worksheet j 



student Date 

Activity/Class 

Curriculum Adaptations: 

The student will leam all of the general education content. □ 

The student will leam a sub-set of the content. □ 

The student will leam different content from the same content area. □ 

The student will not leam the general education content. □ 

Other adaptations (list): 



SpeciHc Skills from Priority Skill Areas to be Addressed 



Accommodations 
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Class/Activity Summary Form 



Teacher 
Student 



Activity/Class 



Year 



ista 2nda SrdO 4th □ Quarter 



student's General Education Outcomes 



Items Addressed Each Week( ✓ ) 
Week 1234567 89 



Priority SkiU Area 



Priority SkiU Area 



Items Addressed Each Week( ✓ ) 



Items Addressed Each Week( ✓ ) 



erIc 
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Class/Activity Stimmary Form page 2 

Items Addressed Each Week( ✓ ) 
Priority SkiU Area Week 1234567 89 



Items Addressed Bach Week( ✓ ) 



Items Addressed Each Week( ✓ ) 



Priority SkiU Area 



Priority SkiU Area 



Priority SkiU Area Items Addressed Each Week( ✓ ) 



{' 

Accommodations 
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ACTIVITY COMPATIBILITY PLAN 



student 



Class 



.Teacher 



Description of Class Activities (e.g.. lecture, drill) 



1. 
2. 
3. 
4. 
5. 
6. 



Does the Activity have 
Instructional Value? 

1. Yes No 

2. Yes No 

3. Yes No 

4. Yes No 

5. Yes No 

6. Yes No 



OUTCOMES FOB 


I groupiI 

STUDENT CAN 
BENEFIT 




R STUDENT 

OTHER STUDENTS 
USE/PRACTICE 
DURING CLASS 














1 OUTCOMES FO 





































ARRANGEMENT 

Large Group 


CURRENTLY 
USED m THE 
GROUP 


STUDENT 
CAN 

WORK IN 


CHANGES 
NEEDED 


Small Group - Teacher Directed 








Small Group - Student Directed 








Cooperative Group 








Independent 








1 :lin a Small Group Context 








Other: 
















Comments 



ERIC 



TEACHING METHODS 



Verbal Directions 


CURRENTLY 
USED IN THE 
GROUP 


STUDENT CAN 
BENEFIT FROM 


CHANGES 
NEEDED 


Lecture 








Questioning 








Discussion 








Teacher Demonstration / Model 








Coaching 








Drill and Practice 








Computer Aided 








Shaping 








Fading 








Time delay 








Other 

























Comments 



MATERIALS 

Real Items 


CURRENTLY 
USED IN THE 
GROUP 


STUDENT CAN 
BENEFIT FROM 


CHANGES 
NEEDED 


Photographs 








Miniature Objects 








Line Drawings 








Work Books / Work Sheets 








Textbooks 








Audio / Visual 








Concrete Experience 








Paper and Pencil 








Test Forms 








Other 
























Comments 

1 =_=_=^=^=^===^= 
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slUD£Ni RESPONSE 

Look At 


CURRENTLY 
USED IN GROUP 


STUDENT 
CAN USE 


CHANGES 
NEEDED 


Touch 








Pick Up 








Point At 








Mark Choice 








Draw Line to Connect 








Underline 








Color 








Write Short Answers 








Write Long Exercises 








Write Numerals. Math Problems 








Label Items 








Reply "Yes/No" or "Don't Know" 








Simple Words or Phrases 








Say Short Answers 








Read Aloud 








Express Thoughts and Feelings 








Make Formal Presentations 








Other 
































Comments 
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Brainstormed Options 




Student 
Class 


Teaclier 


D&te 


1. 






2. 






3. 






4. 






5. 






6. 






7. 






8. 






9. 


• 




10. 






11. 






12. 






13. 


« 




14. 






15. 






16. 






17. 




• 


18. 


• 




19. 






20. 







ErJc IGO 



3. 



5. 



Adaptations/Changes 



student 

Classy Teacher Date- 



Evaluation Questions 

Will the adaptationft/changes: 

Draw negative attention to the student? Make the student stand out? Be too intrusive? 
I^ovlde sufilcient opportunities for the student to practice/ieam her objectives for the activity? 
Be practical? Provide sufilcient opportunities for the student to participate In the acUvity with 
fellow students? 

Will fellow students be involved in implementing the adaptations/changes? 
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^ Support Task Planning SheetJ) 



student 



Date 



Task 



Person(s) 
Responsible 



Date 
Initiated 



Date 

Completed 



Priority Skill Areas - Program Summary 



Student Name 


First guarter Summary 
-Second Quarter Summanr 


Date Initiated 




Third Quarter Summaxy 
End of Tear Summary 






COMMENTS 

Summary Key: 

A = Accomplished 
P ss Making Progress 
C s= Little Progress, but 

will Continue Program 
D s: Dropped 


Selected Skill Areas and Skills 
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( ACTIVITY/CLASS MANAGEMENT PLAN 



Activity/Class 

Number of Students Location of Activity 

Instractor 



Additional Adults are Required During the Activi^/ Class to: 

Provide instruction to the student □ 
Provide instruction to other students □ 
Manage the student's physical needs □ 
Implement behavior management strategies □ 
Implement social integration strategies □ 
Provide assistance during transitions □ 
Train and monitor peer tutor/buddies □ 

O^her 

If a teaching assistant or volunteer is available, who is responsible for the daily 
supervision? 

Who is responsible for designing the student's instructional programs? 



Who is responsible for interfacing the student's program with ongoing 
activities? 

How often will instructional data be collected? 



Who is responsible for providing training and follow-up to direct instructional staff? 



How often will training/ follow-up occur? 



When will training/follow-up occur? 

If individualized instructional materials are necessary, who will develop the student's 
materials? 

Comments: 
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